





underwood 


THIS IS THE UNDERWOOD RAPHAEL 


This completely new electric typewriter with variable spacing 
and carbon ribbon is designed to provide management with 
typing of unique beauty, clarity and dignity. When corre- 
spondence is typed on the Raphael, the importance of the 
message is enhanced, and the sender’s high regard for the 
recipient is apparent. The Raphael’s typeface has been 
especially designed to bring to business letters the classic 
elegance of fine typography, while the sharp outline of each 
letter on the page is accentuated by the Raphael’s carbon 
ribbon. Because the force of the motor-driven keystroke never 
varies and the carbon ribbon is always fresh, the Raphael’s 
typing is absolutely uniform in rich color and crisp clarity. 
In its external beauty the Raphael reflects the perfection 
of its internal mechanism, engineered to provide long years 
of service with a minimum of maintenance. Underwood 
Corporation, One Park Avenue, New York 16, New York. 
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“Many a night I’ve worked overtime, hand collating 
price lists and reports. Missed the last mail pickup, 
of course. Now we have a Maceymatic. Fast? Why, 
it collates 1000 sets of two to eight sheets (5” x 8” 
to 9” x 12”) in 30 minutes or less. And staples them, 
too. We use it only part of the time. The boss says it 
easily pays for itself. If you have room for an extra 
desk, you probably have room for a Maceymatic,” 


Harris-Seybold Company, 4510 E. 71st St., Cleveland 5, Ohio 
Will the Maceymatic Collator pay for itself in my office? 
Show me. 


Name _Title_ 





Company___ 
Address_____ 
2 ee ae et wae 
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Should Businessmen Play Management Games? . 
Games which simulate business activities may have some value if enough 
of the major elements of management are included in these models of 
reality. CHARLES E, REDFIELD 
A Formula for Comparing Different Layouts of the Same Office 
The authors substitute objective for subjective, quantitative for qualitative, 
and mathematical for nebulous criteria. F. J. WARBURTON & B. H. WALLEY 
Employer and Employee Save With a Pushbutton Cafeteria 
The Ingredients of Good Employment Interviews. 
How to adequately serve the three basic interests affected by a an employ- 
ment interview: the applicant’s, the interviewer's, and management's. 


HarRoOLp S. SHARP 
Stockroom Control of Forms 


A procedure for the forms stockroom which can save time and money 

when forms have to be reordered. GEORGE BIEK 
How the Smaller Office Can Prepare a Procedure Manual. __ . 

Day-to-day functioning in a smaller office often depends on the know-how 

of a few key personnel. What happens if these people suddenly became 

sick and there’s no procedure manual? RAYMOND DREYFACK 
Raise Efficiency by Helping Workers Improve Their Seeing Ability 

The quality of employees’ eyesight relates directly to the quality of their 

work. Here's how the supervisor can judge the effec tiveness of his 

subordinates’ visual abilities. Dr. JAMES R. GREGG 
How High “Eye-Q” Improves Job Performance 
NMAA/’s Tenth Annual Conference in Toronto 
Copying Machine Method Raises Typists’ Morale 
Annual NOMDA Convention ae 
A Relatively Small Company Profitably Uses Computer. 

Companies that consider themselves too small to take advantage of elec- 

tronic data processing will be interested in the experience of this firm. 

DANIEL FrRieD 

How Reynolds Metals Co. Reduced Key Punch Machine Noise i 138 
Credit Plate Imprinter 146 
Character Generator . Saou 
Data Storage Equipment ‘7 
Control Data’s 160-A Computer , ae 
Desktop Computer Interrogator; Photoelectric Tapes .. 156 
Off-Line Tape Punch _.. vs ei 
Punched Tape Reader caw >. 
Semiannual Index to THE OFFICE ..... ee 
THE OFFICE Product Index 7 New Products an 
New Books . 38 Literature from the Manufacturers .... 216 
Camera! 59 News of the Office .... sc hoii’e wags Sa 
Right or Wrong in Employee Relations 113 News of the Industry 238 


Automatic Systems .. . 129 National Geulisunes & Exhibit Calendar 253 
As We See It 264 
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Functional, modern wood 
office furniture 


Series offers 11 desks and tables — plus 
many other components — for combi- 
nations to meet every office need. Genuine 
Walnut exteriors in rich, soft brown 
finish; K-V full suspension and extension 
slides in all file drawers; satin brass pulls; 
adjustable glides. 


Write for catalog and dealer’s name. 
“BUILT TRUE CLEAR THRU” 


HOOSIER DESK COMPANY 


Jasper, Indiana 
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How Wilson Jones Stock “Snap-A-Way” 
Request For Quotation Form 
Saves You Time And Money 


woes 
Tig 18 nine ETON 


Stee, oO 
any oy sai Rden reser 2 
j } } gran mets, eo meee Bitar 9 
j f : 


Wider angst 18 5. * 
Sore 9 Senin 
sobs BS! EE ond 
i 


‘Copy No. 1 is sent to the first source, 
2 for example: Smith & Co. 


Copy No. 2 is sent to second source: 
Jones & Co. 


‘Buyer fills in the original with names of all 3 sources Copy No. 3 is sent to the third source: 
1 invited to bid. Note space for recapping all bids received. Brown & Co. 


ASK FOR 3 BIDS WITH 1 TYPING. This new 4-part [Grayline] “Snap-a-Way” stock form 
can be used as is or imprinted with your own company name. Each source asked to quote 
sees only his name and buyer's specifications. on his copy, while all 3 names appear on 
original copy kept by purchaser. Ask your office supply dealer for Wilson Jones form 44-152 
or write for free sample on your letterhead. 


WILSON JONES 


269 S. JEFFERSON ST., CHICAGO 6 
NEW YORK BOSTON - ATLANTA - SAN FRANCISCO 


For More Information Circle No. 353 
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take a step up 
with the pros 


Commercial printers, the real pros of the graphic 
arts industry, know their profits depend on the 
quality of work produced on their equipment. They 
choose the PHOTOSTAT Offset Duplicator because 
its big-press design offers the same precision 
registration, full ink coverage and fine halftone 
quality they obtain from their large presses. 

So here is a tip from the pros. To produce qual- 
ity printed material at low cost, with maximum 
production, take a step up to the PHOTOSTAT Offset 
Duplicator: 

Phone today for a Proof-Demonstration. 


PHOTOS TAT2«—the most respected name in graphic reproduction. 
EQUIPMENT AND SUPPLIES — MICROFILM * OFFSET * PHOTOCOPY * COPIER 


Jy aw Priovostar CORPORATION 


ROCHESTER 3,N.Y..A SUBSIDIARY OF Itek CORPORATION 
For More Information Circle No. 4038 
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: © e€CEt PRODUCT INDE 


This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements, 


PRODUCT 


ACCOUNTING BOARDS 


Colonial 
Multi-Rite 
Peg-N-Post 


ACCOUNTING MACHINES 


Addo-x 
National .... 
President 


ADDING MACHINES 


Addo-x 
Numeria ... 


ADDRESSING EQUIPMENT 


EY 3 ete ss 
Master .... 

Quik Stripper Jr. 
Thermo-Fax 


BANK EQUIPMENT 


BINDERS 
Accobind ..... 


BLUEPRINT FILES 
Confidential 
Pack 


BOOKCASES 


BOOKS 
Playscript Procedure 


BUSINESS OPPORTUNITY 


CALCULATORS 
Addo-x 

Bohn Contex ... 
Comptometer 

Facit 

Friden 

Marchant .......... 
Monroe ........ 
Totalia ... 

Victor ... 
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PAGE 


24, 25 
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202, 203 


249 
148 


249 


248 


PRODUCT 


CALENDARS 


Ever Ready ... 
Success 


CARBON COPY SETS 
Carbonsets 


CARBON PAPER 


Columbia .. 
Curtis-Young . 


CARBONLESS PAPER 


CARD PRINTING PUNCH 
Printapunch 


CASH DRAWERS 
Indiana 


CASH REGISTER PARTS 
Cashere 


CASH REGISTERS 


CHAIRS 


Goodform 
Howell 


CHECKWRITERS 


COIN CHANGERS 
Me ONG ccc adbecvesss 


PAGE 


79 
117 


38 


245 
26 


46 


‘151 


250 


228 


73 


75 
110 
iL 
27 


249 


214 


COIN CHANGERS, AUTOMATIC 


Standard 


COLLATORS 
Halverson ........ ; 
Maceymatic 

Thomas 


CONTROL BOARDS 


Boardmaster 
Maggie Magnetic . 
Memo Flex 

Visual Magnetic 


PRODUCT 


COPYHOLDERS 
Copy-Right 
7 ere 
Rite-Line ...... 


COPYING MACHINES 


Amptomatic 
Bruning . 
Consecutor 


a0 Copycat 


Ektalith 
Fotomate . 
Masterfax 
Ozafax . 
Photorapid 
Polymicro 
Speed-O-Print 
Thermo-Fax 
Verifax . 
Xerox .. 


CORNER ROUNDERS 
Lassco .. 


COUNTER, IMPRINTER 
Tickometer 


CURRENCY HANDLING 


Fenco ... 24, 25 


DATA PROCESSING, Automatic 
Keysort 
Kopy-Flo .... 
Printapunch 
R : Py ee 
158, 214, 228, 236 
“ah ‘ae 
Tally ; Cre ree 
Teletype ...... .... 140, 141 


DATING MACHINES 


DESK ACCESSORIE 
Duk-lt 


DESK RACKS & TRAYS 


223 


237 


Kleradesk . 
Streamliner 


DESKS 
Bentson ... 














Fic Executives 


-Megular & Outlocts 


The executive style envelope for modern business 


Now there’s an envelope specifically designed to meet the needs of 
modern business communication! An executive style envelope that 
conveys a distinctive executive look! A brand new envelope that will 
change envelope design for good! Epic Executives, Regular and 
‘Outlook. 

MODERN PRESTIGE APPEARANCE. Pointed flaps, Meconal seams, smart 
lines of Epic Executives command attention and lend prestige to 
your company’s business communication. 

CRISP, WHITE PAPER. Your company’s printed corner card is distinc- 
tively set off on Epic Executives’ new, bright white stock. 

DESIGNED FOR AUTOMATION. Maximum flatness and uniformity make 
Epic Executives perform smoothly and efficiently on all automatic 
inserting and postage metering machines. 

WIDE RANGE OF STYLES AND SIZES. There’s an Epic Executive to meet 
most business communication requirements, including regular and 
window style envelopes in all widely used sizes. 

For complete information and samples of new Epic Executives, see your 
printer or paper merchant, or write Dept. TX-1. 


*T.M. Reg. Applied for by U. 5. Envelope Co. 


UNITED GENERAL OFFICES: SPRINGFIELD 2, MASS. 
WORCESTER + SPRINGFIELD » HARTFORD + ROCK- 
STATES VILLE + NEW YORK « METUCHEN + ATLANTA 
INDIANAPOLIS » CHICAGO + WAUKEGAN + DALLAS 

A ENVELOP E LOS ANGELES + SAN FRANCISCO 


For More information Circle No. 225 





PRODUCT 


Cole ... 
Hoosierite 
Maso 
Spacemaster 


DICTATING MACHINES 
Dictaphone 

Stenocord 

Stenorette 

Stenotape 

Telefunken 


DRAFTING EQUIPMENT 


Snopake 
Varigraph 


DUPLICATING SUPPLIES 

Azofax 184, 185 
Columbia asecsawaseesn sds ae 
ERE TET ES a 
eae ee 
DUPLICATORS, OFFSET 

Chief . STEREO ET op 178, 179 
Multilith .. ae oe 
Photostat 6 


DUPLICATORS, SPIRIT 


Sada Sprint 


DUPLICATORS, STENCIL 
Rex-Rotary 


ENVELOPE OPENERS 
MailOpener 


ENVELOPES 
Epic Executive 


ERASERS 
29 


FACSIMILE MACHINES 


Electro-Rex 
Masterfax 


FILES 

Acme Visible 53 

| ‘ 226 

, 193 

75 

eh . 209 

Diebold Se 217 

‘ ab — 

Fire-Files .... series 28 

196 

Magazine 261 

Map Pikes 249 

148 

% 210 

Remington Rand . 18 

Spacefinder ... EY 143 

Spacemaster ke 27 
Visi-Shett........ 


227 
Inner Back Cover 


235 


22 
200 


PRODUCT 


Win-Holt 
Yates 


FLOOR MATS 
Maso 


30 FOLDING MACHINES 


Embee . 
Fold-O-Matic 
Heyer 
Pitney-Bowes 


FORMS 
Allied-Egry 
Colonial 
GrayLine 
International 
Moore ... 
Multi-Rite . 
Ready-Rite 
Rogersnap . 
Standard Register 
Stevenson & Smith 
Stub-Flo 


FORMS HOLDERS 
Saunders ......... 


INSERTING MACHINES 
Phillipsburg 
Pitney-Bowes 


KEY CONTROL 
Telkee 


LAMINATING MACHINES 


Masterfax .... 
Thermo-Fax 


MACHINE CARTS 
Wheelit .. 


MACHINE STANDS 
Maso 


MACHINE TIMERS 
Hour Meter 


MAIL BAGS 
Security 


MAIL CARTS 
Mighty Mite 


PRODUCT PAGE 


OFFSET EQUIPMENT, SUPPLIES 
(Also see Duplicators, Offset) 
ATF : Sees: 
Atlas cack Ce 
Colitho .. 

Ektalith 

Electro-Rex. 

Holland . 

Lith-O-Rite 198, 
Masterfax 

NuArc ... 

Snopake 

Thermo-Fax 

Tri-Mol 

Varigraph 

Xerox .... 


PAPER CUTTERS 

Challenge 

Triumph 

PAPER DRILLS 

Challenge . ‘ 42 
Spinnit .. PRA ; 56 
PAPER HANDLING COMPOUND 
Sortkwik 225 


PAPER JOGGERS 


159 Syntron 


..Inner Back Cover 
13 


MARGINAL PUNCHED CARDS 


Keysort 
Stevenson & Smith 


MARKING EQUIPMENT 
Tickometer 


MICROFILM EQUIPMENT 
Filmac 


40 Reliant 


MOISTENERS 
Ideal 


NUMBERING MACHINES 
Roberts 


144 
247 


21 


177 
99 


PAPER SHREDDERS 


Auto-Shred 
Destroyit . 
Shredmaster 


PAPERS, CARBONIZING 
Schweitzer 


PAPERS, CARBONLESS 
NCR ... 


PAPERS, COPYING 


Copymaker 
a Young ... 


PAPERS, DUPLICATING 
Graphicopy . 

Howard . 

Mackinac 

Run-Rite Oe 
| ae 


PAPERS, LETTERHEAD 


Gilbert Script 
Hammermill Bond 
Howard Bond 
Mackinac Bond 
Old Deerfield Bond 
Parsons Bond 
Plover Bond 
Stan-Pak ..... 


PAPERS, ONIONSKIN 
Waylite ..... 
PAPERS, SAFETY 
Bergstrom . 


PAPERS, TRANSLUCENT 
Patapar 


Tue Orrice—June, 1961 





What Howell does for reception rooms: 





23o oes 


Le 


 ¢ 


+ -© 


Howell brings new life 
to Sherman Hospital... 


Beautiful Howell lounge furniture and dining 
room stacking chairs add the “last word” in style 
and efficiency to the modern setting of Sherman 
Hospital, Elgin, Illinois. Satin chrome frames, du- 
rable Naugahyde upholstery, cheerful colors and 
comfortable foam-filled cushions all blend beau- 
tifully. And the big little extras —including ex- 
tended back legs to protect walls, 
are standard. What Howell 
does for reception rooms it 
does well at Sherman Hospi- 
tal — giving first thought 
to a harmonious atmos- 
phere —and every added 
thought to easy care and 

lasting durability. 


Write for color folder of 
complete Howell line 


O* HOWELL 


434 S. First Street, St. Charles, Illinois 


For More Information Circle No. 212 





PRODUCT 


PAYABLE SYSTEMS 


Colonial 
Multi-Rite 
Peg-N-Post .... 
PENCILS 
Super-Riter ... 


PENS, 


Handi-Pen 
Super-Riter 


PHOTOCOPIERS 


BALLPOINT 


(See Copying Machines) 
PLASTIC, EXTRUDED 


POSTING EQUIPMENT 


LeFebure 


RECORDS STORAGE BOXES 


ee : 


REFRIGERATOR 
Astral 


RIBBONS, 


Columbia 
Curtis-Young . 
Roytype 


ae ae 
RUBBER STAMPS 
Stampak ... 


SAFES 
Ever-Safe ... 
Fire-Files 


158, 214, 228, 


246 


204 


252 


182 


80 
26 
128 
236 


215 


PRODUCT 


SMOKERS' EQUIPMENT 
Duk-It 


SORTERS 
LeFebure 


SOUND CONTROL 
Acoustinet 


STAPLERS 
Bostitch 


STAPLERS, ELECTRIC 


STUDY COURSES 


Business Electronics .......... 
Systemation . 


TABLES 
Hoosierite ........ 


TAPE READERS, PUNCHES 
TAPES, DOUBLE-COATED 
Scotch 


TAPES, 
Scotch 


MENDING 


50 TELEPHONE NOISE CONTROL 


Hush-A-Phone 


PRODUCT 
TELETYPEWRITERS 


TEMPORARY HELP 
Manpower 


TYPE CLEANER 

Britetype 

TYPE COMPOSING MACHINES 
VariTyper 

TYPEWRITERS, ELECTRIC 


Inner Front Cover 
Outer Back mat 


eg 


TYPEWRITERS, PORTABLE 
Samos 


TYPEWRITERS, STANDARD 
a 


TYPEWRITER PARTS, TOOLS 


Futuristic Galaxie 
Typewriter Sundries 


TYPING CARD HOLDER 


TYPING CORRECTOR 


Snopake 


VISUAL AIDS 
Thermo-Fax 


XEROGRAPHIC EQUIPMENT 
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systems 
copies 


for as littie as 2¢ 


...and at amazing savings! 
No one business machine in the world 
does more jobs than the ‘‘Thermo-Fax”’ 
Brand Copying Machine ... plus giving 
you WHITE copies, both standard and 
bond-weight. And so economical on 
every job, too! For example: 


Black on white, bond-weight System 
copies for as little as 2¢ a copy... 
Finished Paper Printing Plates in 30 
seconds for as little as 12¢ 


MMiienesora (finine ano 
PMianuracrurine company 


WHERT RESEARCH 15 THE KEY TO TOMORROW 


THE TERM “THERMO-FAX" IS A REGISTERED 
TRADEMARK OF 3M COMPANY 


Ready-to-project Transparencies 
for as little as 13¢... Many more 
money-saving jobs! 

Get the facts about the versatile 
“‘Thermo-Fax’’ Copying Machine—how 
it does more paperwork jobs . . . does 
them faster . . . for less cost than ever 
before! MAKE US PROVE IT... mail the 
coupon below today. See for yourself 
why the “‘Thermo-Fax’’ Copying Machine 
is the most versatile business Machine 
in the business world. 


Minnesota Mining and Manufacturing Company 
Dept. DBY-61, St. Paul 6, Minnesota 


At no obligation, I'm interested in more information 
about a ‘‘Thermo-Fax"’ Copying Machine. 


NAME a 
COMPANY om memenias 
ADDRESS ___ 


Mae ii FT Ceccrcciteninets bitin 
-] Check if you now own a “Thermo-Fax"’ Copying 
Machine. 


For More Information Circle No. 386 
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{MANAGEMENT 


CHARLES E. REDFIELD 


EN HAVE LONG used models 
M of reality as a technique for learn- 
ing more about reality. To children, 
doll houses and model trains and planes 
provide crude simulations of real-life 
situations. The kinds of toys and games 
that would best simulate the real world 
today are becoming too difficult to 
make and use, and too expensive. 

The use of games has a long history 
in military and naval planning. After 
the introduction of chess in Western 
Europe in the 15th century, the game 
was used by kings and lords as a model 





MEN PLAY 


GAMES? 


of contemporary warfare. In the 18th 
and 19th centuries, military strategists 
of the German states gradually devel- 
oped increasingly realistic war chess 
games, using special boards with varied 
military units of designated capabilities. 
The Germans, and Americans, too, in 
their War and Navy colleges, developed 
war games beyond the limitations of a 


Forms shown on these pages were used in 
one of the games conducted by American 
Management Assn. Telegram (top left) 
calls players to face problems caused by 
death of president of imaginary company. 
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American Management Assp 


Many reports of simulated situations. 
never before encountered, must be studied 
and fast decisions made under pressure. 


board to maps, and then into the field 
and at sea with army and naval ma- 
neuvers. One of the most elaborate war 
games now used is the Navy's $7 mil- 
lion NEWS (Navy Electronic Warfare 
Simulation) at the Naval War College, 
Newport, R. I. 

So much of the theory of business 
administration has come from the mili- 
tary that business has followed it in the 
development and use of simulation. 
Indeed, the first management decision- 
making game developed by American 
Management Assn. in 1957 was re- 
ferred to as its business war game. 

The AMA game was used as part 
of a training course in Sept., 1957. In 


18 


March-April, 1958, in the Harvard 
Business Review, Andlinger and Greene 
published their pioneering article, “Busi- 
ness Games—Play One.” Today, only 
three years after these beginnings, more 
than 100 different business games are 
used by businesses and colleges through- 
out the U.S. Several have been trans- 
lated and adapted for use in other 
countries. The latest addition is “Man- 
agement,” a parlor version by the 
Avalon Hill Co., Baltimore. This game 
differs in sophistication from the game 
“Monopoly,” to about the same ex- 
tent that Navy Electronic Warfare Sim- 
ulation differs from chess. 

In a typical business game, partici- 
pants are divided into three to six teams 
of three or more members each, though 
in some games only two one-man teams 
can play against each other. Whereas 
in a war game the players try to van- 
quish an enemy, in a business game the 
players try to succeed against the com- 
petition, or get the highest possible 
score relative to a perfect operation. 
The model may be a company as a 
whole (the so-called general manage- 
ment or total enterprise games), or a 
special function such as _ production, 
marketing or inventory control (func- 
tional games). There are also games 
dealing with a particular company or a 
particular industry (specialized games). 

At the start of a general management 
game, players are given financial, pro- 
duction and marketing information 
about a company and its competition. 
The teams make a series of decisions 
as to what each company will under- 
take to do during the month or quarter 
immediately ahead. The main decisions 
will center on such factors as what 
price to charge for products, what 
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quantity to manufacture, how much to 
spend on research and development, 
and whether (and to what extent) to 
expand or contract plant capacity. This 
phase takes about a half-hour. 

The decisions are collected and fed 
to pre-established formulas (e.g., de- 
mand factor, economic order quantity) 
by a referee and his assistants. The 
results of the calculations, showing 
what each company accomplished as a 
result of its decisions, are returned to 
the teams in the form of operating re- 
ports. Processing and reporting back 
results may take an hour or more when 
done with desk-model machines, or as 
little as five minutes when done with 
an electronic computer, which is re- 
quired for more elaborate games. The 
teams use the reports to make their 
decisions for the next period. These 
are processed, new reports are distrib- 
uted, and so on for as many periods as 
are played. Several years of business 
activity can be simulated in a day. 

There is no winner in the conven- 
tional sense of the word, but the final 
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results are made available for everyone 
to see. Game-playing executives can 
make comparisons in the amount of 
net profit, percentage return on invested 
capital and net worth. Simulation of 
business activities is being used more 
widely to solve problems on paper 
rather than by intuition or trial-and- 
error. This becomes increasingly im- 
portant with the increasing size and 
complexity of operations: mistakes to- 
day are just too expensive. 

Simulation for games is not a prob- 
lem-solving device, but primarily a 
training medium. As such it is gaining 
a place in many management class- 
rooms along with case methods and 
role playing. These two established 
media are built into any game: the 
“case” unfolds as a company operates, 
and the “roles” are played by team 
members filling various executive posi- 
tions in the company. While the game 
technique has gathered much support, 
it has also received some vigorous criti- 
cism. ; 

Advocates of business games for 


American Management Assn. 
Teams match wits to decide the best course for their “business.” = 





training point to six major advantages: 
the high degree of personal involvement 
(learning by doing which most busi- 
nessmen rate over book learning); the 


group or cooperative approach which, 
because of its built-in opportunity for 
interaction, simulates working with and 
through people rather than alone; the 
compressed-time feature, requiring that 
decisions be made under pressure; the 
enjoyment that distinguishes game- 
playing from the less enjoyable forms 
of education; the interrelatedness of the 
major elements of business and, there- 
fore, the importance of the coordina- 
tive functions (planning, budgeting, 
communication and control); the built- 
in analytical and corrective feature, 
critique sessions, which are always at 
the end of a game with generally one 
or more at intervals during it. 

This is an impressive list of virtues, 
but critics of the technique have spoken 
out against most of them: the high de- 


20 


With no distract- 
ing outside influ- 
ences for four days 
at the AMA Acad- 
emy, executives 
argue and study 
reports, achieve 
objectives in a 
business simulation 
designed to pro- 
voke and test their 
judgment. 


gree of involvement is probably too 
high; players are so involved with what 
they are trying to do that they do not 
bother to think about why they are 
doing it; because of their bias in favor 
of learning through experience, even 
simulated experience may unduly influ- 
ence players at the expense of what they 
have learned in a classroom or from a 
book; time pressure certainly com- 
pounds this emphasis on doing rather 
than thinking; although real life man- 
agers must often work under pressure, 
it is doubtful whether they learn much 
that way. 

Training for decision-making in a 
group should promise an opportunity 
to learn about interpersonal relation- 
ships. But the critics ask, can we suc- 
cessfully combine learning human rela- 
tions with the game as it is played? 
Are not the players too busy making 
quantitative decisions, too busy trying 
to win, to pay attention to human feel- 
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Almost makes play 


out of high cost hand work! 


MAY 19 61 


: DUTCH STYL 
BURNING LEAT LOAF 


“FOR DEPOsiT.- 


Rudd Sk; Shop 


MAY 10-6] 


MAV TT 3} DEPOSITED 
DIRECT PAYMENT DEPT. 
NE 27- 


BO 
1S NM  pHOTO 111499 
Go? PRINT 111599 Vv 
JUNE 14-61 11150 ©] ) 


111502 


Work such as stamping, marking, 
coding, canceling, endorsing, etc. 

A Tickometer whips through a job that 
takes hours by hand — in minutes. 
Handles up to 1,000 items a minute. / 
With an attachment, it signs checks 

or numbers consecutively. Counts, too, 
so accurately banks trust it with 
currency. / Simple to set, easy to use. 
Saves time, adds work capacity, 

frees people for more important tasks. / 
Bought or leased. Service available 
from 320 points. / Ask any Pitney- 
Bowes office to give you a 
demonstration, without obligation. 

Or send the coupon. 





4. . Prrney-Bowes, INc. 
= Pitney-Bowes 3442 Walnut Street © 
(Ps) Stamford, Conn. 
% ’ > Ale Al % 
~ 1 I C K O M EK I K R Send Tickometer booklet and case studies. 


Imprinting & Counting Machine 


Made by the originator of the postage meter... 
149 offices in U. S. and Canada. Address 


Name 
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Famous Acco fastener Keeps papers secure 


Simply slip punched papers over pronged base section Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers Comes in 7 base lengths —from 2%” to 8%”. Up to 6” 
and prongs in place. capacity. 





Makes folders spillprvof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch The fastener is built right into this Accobind folder. 


two holes in any ordinary folder and insert Acco fastener 


Made of firm pressboard, it never sags, saves file space. 
as shown above. 


Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. © In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 352 





ings and reactions, including their own? 
Are all, or enough, of the major ele- 
ments of management included in the 
models? Personnel administration is 
sorely neglected in the models of gen- 
eral management games. The models 
assume 100% efficiency, with no tem- 
peramental or stupid employees. If 
salesmen are quitting, management may 
raise their salaries and commissions or 
extend sales training programs (since 
these elements are quantified), but 
there is no provision for doing the 
many other things which any manager 
would probably do to keep his good 
employees. Other subordinates may be 
fired at will, which is wholly unreal- 
istic. The emphasis throughout is on a 
quantitative approach to management, 
which is bound to favor players who 
are figure-oriented, such as accountants 
and mathematicians. 


A computer quickly shows the effects of a team’s decisions. 


Some professional game designers 
comment that models lacking so many 
elements of reality cannot be called 
simulations; instead, they are only 
games. The other side claims that the 
models do not need to correspond en- 
tirely with reality, as long as they are 
not radically unrealistic. 

No one questions the value of the 
critique sessions when players and ob- 
servers review each company’s perform- 
ance. Every effort is made to find out 
why one decision or another was made, 
and why success or failure attended 
them. More often than not the cri- 


tique sessions will point to breakdowns 
in coordinative functions, as borne out 
by comments like these: “We should 
have spent a little more time planning 
and organizing.” Or, “We thought that 
by filling out the decision cards every- 
thing was getting done, but it really 


In one game, stock book 


value of the “company” rose from $133 to $186. 


American Management Assn. 








STOCK a’ BANK COUNTER UNITS 


BUILT 
CUSTOM * with Bank-Engineered Features 


FENCO CORPORATION MANUFACTURERS 


For More Information Circle No. 374 
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IS THE HOTTEST LINE 
IN BANK EQUIPMENT TODAY! 





—< 


It’s RED HOT like the cover of its new catalog 
(on opposite page) and has been PRE-SOLD for 5 years 


through the leading Bank Publications in America. 


OUR LIST OF CUSTOMERS INCLUDES THE NAMES 
OF AMERICA’S LARGEST BANKING INSTITUTIONS. 


FENCO has furnished all Teller’s 
undercounter equipment for nine 
(9) branches in-a-row for one of our 
largest Banks. 


There must be a reason? 


THERE IS! 
FENCO is the REPEAT 
BUSINESS LINE 


FENCO’S representatives constitute 
the ‘‘WHO’S WHO” in Bank Equip- 
ment. Contractors—Fixture Manu- 
facturers—Office Equipment 
Suppliers—throughout the United 
States and in some Foreign 
Countries. 


FENCO is the package line of Bank 
Equipment. 


seen nae 
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FENCO’S Guarantee in our catalog 
“‘out-Guarantees” any ever written 
by any other Bank Equipment 
Manufacturer. 
With our enlarged production facili- 
ties we can now service several 
hundred more “‘live’’ and we mean 
“‘live’’ dealer organizations, and we 
are also, interested in small one 
man companies, in small com- 
munities. 
Our Profit Sharing Deal will add $$$ 
to your business with little effort 
and NO INVESTMENT on your part. 
We drop ship direct to the Bank 
and you carry no stock. 
Write TODAY for complete informa- 
tion to: 
FEN BROWN, PRESIDENT 
FENCO CORPORATION 
BEVERLY, NEW JERSEY 
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For More Informati 


on Circle No. 374 





curtis-young 


makes and sells 


copying papers 


for your 


office needs... 


. jrefex O°" 


carve | 


FCURTIS-VOUNG ) 


COPYING PAPERS 


CARBON PAPERS for Typewriter, Pencil, Billing, Accounting, Plastic Carbon, Orange and Yellow 
Transfer Carbon, and Carbon Rolls; CARBON COPY SETS; PHOTOCOPY PAPERS—For diffusion 
transfer process; SPIRIT CARBONS; MASTER UNITS; PRINTED MASTER FORMS; DUPLICATOR 
PAPER; HEKTOGRAPH CARBON; ... papers in all weights, sizes and finishes. 


Specialists In: Supplies for Liquid Process Duplicating ¢ Master Units ¢ Spirit Carbon e Printed Masters 
e Copy Paper © Duplicating Fluid ¢ Photocopying Machines ¢ Photocopy Papers & Chemicals and 
Miscellaneous Supplies ¢ Carbon Papers ¢ Inked Ribbons of every Description 

e Also makers of the Famous Copy-Right and Stand-By Copyholders 


CURTIS-YOUNG 


For More Information Circle No. 361 


COPYING PRODUCTS THAT REFLECT YOUR GOOD JUDGMENT—SINCE 1895— 110 WEST 18th ST, NEW YORK 11. WV. Y. 





wasn’t. I guess you’d call it bad com- 
munications.” 


After one session of game-playing, | 
we obtained comments from the play- | 


ers indicating both extreme favor (“The 
game was worth more than the entire 
three other units of the course.”) and 


extreme disfavor (“I have never felt so | 
disgusted about the whole course as I | 


have these two days; it was a complete 
waste of time.’). Other comments 
ranged between these extremes. 


In New York’s bigger banks, new 


employees start as trainees, and in some | 


banks the training includes playing a 
banking game. But in one case, the 
trainees are observed (without their 
knowing it) and evaluated on their suc- 
cess as simulated bankers. This bank 
is not alone among companies using 
games overtly for training, but covertly 
for entrance testing and subsequent 
promotional evaluation. The use of 
games for these purposes raises serious 
questions. 

First, what are we testing for? Or, 
what constitutes successful play? For 
training purposes, there is no winner 
in the conventional sense of the word. 
The emphasis may be quantitative ma- 
nipulation of data, but one hardly needs 
‘ elaborate games to test for mathemati- 
cal acuity. Games have hardly been 
validated as training devices and not 
at all as measures of ability — except, 
maybe, as tests of “gamesmanship.” 


Does using the game for testing or 
evaluation affect its usefulness for 
training? The classroom depends on 
freedom and spontaneity, qualities that 
are bound to suffer if players know or 
suspect they are being observed for pur- 
poses of testing. Other characteristics 
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WOOD OFFICE FURNITURE 


This JOFCO series is most aptly 
named! Here is slim, linear w 
office furniture . . . desks, credenzas, 
chairs, and accessories . . . to make 
the most efficient use of space in to- 
day’s modern general office. Ideal for 
multiple installations. 


See for yourself! A colorful catalog 
illustrating all the pieces in this 
superbly styled line — and the 
name of the nearest dealer — will 
be sent on request. WRITE TODAY! 








JASPER OFFICE FURNITURE COMPANY 
JASPER, INDIANA 
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Don't read this 
before going to 


(You may not sleep) 


This is the sad, sad story of the man who 
left no stone unturned—except one. 

He went to bed just as you will do to- 
night. He awoke hale and hearty—and on 
the brink of ruin. 

He had every kind of insurance known 
to man. Fire insurance, use and occupancy 
insurance, liability insurance, and casualty. 
Protected against every loss—except one! 

His office was in a “fireproof” building. 
It conformed with every fire law. It was as 
well protected night and day as the Penta- 
gon. And like the Pentagon, where fire de- 
stroyed 14 truckloads of valuable papers, 
he had a fire! 

Here’s what his business lost through his 
neglect: 

Their customer list and prospect file. 
All current personnel records. 

The company’s current legal corre- 
spondence and tax records. 

All current orders, quotations and 
correspondence. 

The accounts receivable records. 

His own income tax records, data and 
checks; and those of his associates. 

This tragedy is typical of scores. In one, 
a million dollar “fireproof” building fire, 
the walls and floors of the building re- 
mained standing, but thousands of irre- 
placeable records in steel files were turned 
to ashes. 

In another “fireproof” building, housing 
a dozen firms in the title, real estate and 
insurance business, fire destroyed all of the 
essential records of these businesses that 
were filed in non-insulated steel files. 

Moral: In Shaw -Walker Fire-Files your 


bed 


records will be vault-safe, and always ready 
for instant use, even after a fire. Your rec- 
ords will be fire-protected not just at night 
but also during the daytime hours when 
most fires (actually 58% of them) occur. 
Shaw-Walker Fire-Files have a 34-year suc- 
cessful record of performance! 

Fire-Files also pay their cost by saving 
time and space. Hours are saved and so 
is floor space because you eliminate en- 
tirely the need for housing records in sep- 
arate safes or vaults. 

If these words fail to convince you, per- 
haps this one statistic will: 93% of the 
businesses that are victims of a fire are so 
seriously handicapped that 43% of them 
fail. And only the 7% with Fire-File pro- 
tection carry on without costly delay. To 
ignore these facts is business neglect of the 
first order. 

All the information on this subject that 
any business needs is available for the 
asking . . . in the famous 248-page Shaw- 
Walker “Office Guide,” now in its 12th 
edition. Write for it. A program of fire pro- 
tection for your essential records can be 
started for less than $200. 


“Built Like a 
Skyscraper” 


SHAW-WALKER 


Muskegon 4, Michigan 
Largest Exclusive Makers of Office Equipment 
Representatives Everywhere 








of play will be affected by the existence 
of testing, although we may not know 
just how. We do know some players 
do not take the game seriously, but they 
would play hard if they knew or sus- 
pected they were being tested. Some 
question the morality of testing people 
without disclosing the fact. The justi- 
fication is that employees are constantly 
being observed and evaluated, and that 
this is bound to be the case in the busi- 
ness world we have built. 

The popularity of management games 
is not to be denied, and their ultimate 
usefulness may be great. However, 
their present validity for management 
training is widely questioned, and for 
testing unanimously challenged. Func- 
tional and specialized games, which are 
closely related to specific jobs or to 
particular companies or industries, seem 
to offer more promise for training than 
do general management games. No 
game, however, is better than the staff 
that conducts it, nor than the total 
course of which it must still be only 
a minor part. 


“New girl—no experience!” 
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No. 838 
BALL POINT JET 


BALL 
POINT 
ERASERS 


Ever wonder how to erase 
ball point pen and pencil 
writing cleanly and efficiently? 


No. 38 
BALL POINT 


Appreciable time-savers, Weldon 
Roberts Ball Point Erasers are par- 
ticularly formulated to do the job 
easiest and quickest. Eraser styles 
and shapes to suit your convenience. 
All are all-quality, manufactured by 
the World's Foremost Eraser Spe- 
cialists. 


For finest, fastest ball point erasing, 
put in a supply of Weldon Roberts 
Ball Point Erasers today. 


Available from your stationer. 


No. 838 BALL POINT “JET’’. Excep- 
tional pocket and desk eraser, with famous 
Weldon Roberts Ball Point green rubber 
core, In clear plastic holder with pocket 
clip attached. Holder cap unscrews so 
eraser core can be moved outward. (No, 
8380 Ball Point Jet Eraser has whisk brush 
attached instead of pocket clip). Not a 
mechanical gadget! Refills, of course. 


No. 138 BALL POINT. Convenient, spiral- 
wound, paper-wrapped, pencil shaped 
eraser, with pull-string for easy repointing 
right at your desk, Quality-formula green 
rubber core, 


No. 38 BALL POINT, Weldon Roberts 
Ball Point rubber, in attractive green color 
and handy elliptical shape. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue ¢ Newark 7, N. J. 


World’s Foremost Eraser Specialists POINT 
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4142 YEARS 
EXPERIENCE IN 
CUTTING COSTS 


YOUR BEST ALLY in combating to- 
day’s profit squeeze is the experience 
of your Dictaphone Representatives. 
Each is trained to do an accurate sur- 
vey of your communications set-up 
and to recommend changes that will 
increase efficiency and cut costs. The 
combined experience of these men ex- 
ceeds 4,142 years. a Dictaphone Cor- 
poration is the oldest name in this 
field. Its sole interest is business com- 
munications. For over 70 years, its 
experts have been consulting with 
businessmen across the country in the 
search for better, more economical 
methods. # The fruits of such research 
have been demonstrated time and 
again by continual improvements in 
the company’s products . . . by the 
development of many new uses for 
them. For example, the Dictaphone * 
TIME-MASTER® shown above is the 


most advanced dictating machine 
ever made. # Its functional simplicity 
and super-efficiency were made pos- 
sible by the evolution of the Dicta- 
belt® record. Experience shows that 
the ideal dictating medium should 
have specific characteristics. The 
Dictabelt has them. It’s mailable, 
fileable, truly disposable (costs just 
4¢ and obviates costly rehandling). 
You get a clean, fresh surface every 
time. With Dictabelt you have the 
advantage of sound you can see because 
your recording is visible. You watch 
your voice record, gain confidence 
from always knowing exactly where 
you are. # If you’re feeling the profit 
squeeze, better call in your local 
Dictaphone Representative for con- 
sultation. |He can help you cut com- 
munications costs up to 30% with 
individual ‘Time-Masters or a Tele- 
cord phone dictation network. 


P.S. Along with its experience in man- 
ufacturing and research, Dictaphone 
maintains by far the most expert and 
experienced .service organization in 
the entire industry. 


Dictaphone’ 


CORPORATION 
Dictaphone Corp., 730 Third Ave., N.Y. 17, N.Y. 


For More Information Circle No. 213 
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A Formula for Comparing 
Different Layouts of 
The Same Office 


F. J. WARBURTON & B. H. WALLEY, Organization & Methods Dept., 
General Electric Co., Coventry, England 


HERE ARE FIVE basic considera- 
Teen in assessing an office layout— 
if changeover cost is ignored for the 
moment. 

1. Desks, filing cabinets and general 
office furniture, plus working space and 
corridors. The less floor area occupied 
by these, the better the office layout 
should be—if it were not for the other 
four considerations. 

2. Frequency of movement, travel 
distance of individuals and documents, 
and volume of documents are also im- 
portant. This travel flow is between 
work stations and machines in the same 
office or other offices. 

3. Time lost by personnel impeded 
by faults in the layout. For example, 
all desks could be jammed into one 
corner but how does the clerk get to 
his work station? There must be free 
access to telephones, filing cabinets and 
all office equipment. 

4. Environmental influences. 


For in- 
stance, the positioning of desks will 
affect the use of available sources of 
natural light. Placed one way they will 
use it, another way and an increase in 
artificial light will be necessary. 

Filing cabinets could be placed at the 
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end of a clerk’s desk cutting down travel 
distance, etc., but might impede the 
flow of conversation between one clerk 
and another, so lowering morale. 

Status may be affected by the re- 
allocation of office space. A partition 
could be knocked down which sepa- 
rated a clerk of one category from a 
clerk of a lower one. 

These aspects broadly listed as en- 
vironmental will certainly have to be 
taken into account. 

5. Aesthetic appeal of an orderly 
office, which will delight the planner’s 
eye. But it could happen that the un- 
tidy office might, by the considerations 
already mentioned, be utilizing space 
more efficiently. 

Symbols can be given to all the as- 
pects mentioned: 

Square feet of office space occupied 
by desks, filing cabinets, office equip- 
ment and necessary working space = A. 

Square feet of office space occupied 
by corridors, and unused space = W,. 

Frequency and distance (feet) neces- 
sary for clerks to communicate with 
other clerks and obtain access to office 
equipment = F,d. 

Frequency and weight/volume of 
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document flow = F,W. 
Time lost by clerks being impeded 
by faulty office layouts = L. 
Environment factor = E. 
Aesthetic appeal = S. 
The optimum office layout therefore 
will be where: 
A+W, are at a minimum. 


Ww, 
— is at a minimum. 
A 


F,d is at a minimum. 
F,W is at a minimum. 
L is at a minimum. 

E is positive. 

S is positive. 

The analyst should allocate a quanti- 
tative value for E and S according to 
the circumstances. 

Sampling can be used where it is 
difficult to obtain complete figures— 
for example in establishing F,d or F,W. 

To evaluate all five aspects it is nec- 
essary to either reduce all the items to 
a common denominator or weight each 
item so that relative importances are 
maintained. The common denominator 
which can be used to combine every 
item is money. Unused floorspace could 
be charged at the cost per sq. ft. Clerk’s 
lost time could be converted from salary 
rates. 

The most difficult conversion will be 
of the F,W, E and S aspects. Here 
office productivity is the key. If a stand- 
ard rate of conversion is used when 
evaluating and comparing two office 
layouts, absolute accuracy will not 
always be necessary. 

If weighting is used, each item will 
have to be considered and weighed. In 
a total weighting of a hundred, the fol- 
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lowing distribution might be realistic: 
A =15 
WwW, =15 
F.d =14 
F,W= 7 
L =14 
E = 8 
S =2 

Of course, the changeover cost of 
the layout must also be considered and 
the weight for this might be 25. Weight- 
ing will vary depending upon the rela- 
tive importance of each aspect at any 
one time. 

A new office layout can be evaluated 
by a comparison of the aspects given 
here with norms (pre-determined stand- 
ards). The norms will vary according 
to the type of office being laid out. A 
drafting office, for example, demands 
different work space than a general 
office. The norms for a general office 
might be: 


A 
— =48 sq. ft. per clerk. 


Fid —9,000 ft./day/clerk. 
F:.W=x 
L =4 minutes per day. 
E =+y 
S =+z 
x, y, and z are the quantitative values 
given by the analyst. 

While this is one way in which ob- 
jective criteria can be introduced to 
a branch of systems work which too 
often suffers from subjective appraisal, 
by its nature it must remain a definitive 
guide rather than the sole and only ap- 
proach to the problem.—From “Office 
Management—the Journal of the In- 
stitute of Office Management,”’ London, 
England. 
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Do any mounting job 
in half the time with 
the tape thats sticky 
on both sides! 


“SCOTCH” Double-Coated Tape #665 


can save time and money in your office dozens of 
handy ways. Does any mounting job in seconds—re- 
quires no drying time. The secret? An adhesive coating 
on both sides, like a neat clean ribbon of giue. No 
spills, spots or wrinkles on important papers! So easy 
to use—there’s no liner to remove. Long-lasting—con- 
venient, too! Won't become brittle—stays pliable—and 
So thin it doesn’t bulk up files. Attach riders and endorsements— 


easily, mount displays—neatly, 
splice papers—securely. 


Tape is a Tool—Choose the best tape for the job 


“SCOTCH BRAND 


**SCOTCH’’ IS A REGISTERED TRADEMARK OF THE 3M CO., ST. PAUL 6, MINN, 
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“SCOTCH Brand 
Magic Mending Tape 
practically invisible! 


Looks white on the roll, but when pressed down on 
paper it almost disappears. Its no-glare backing lets 
you read right through it. Won't ghost in copying 
machines. 


you can write onit! 


) with pen, pencil, ballpoint or typewriter. Addi- 


| and corrections in ledgers, punch cards, charts, 
and graphs can be made right over mended tear. 


long-lasting! 


Lasts as long as the paper it mends. Holds tight, 
stays clear, never gets sticky at edges. Sticks 
tighter, too! Never affected by heat or humidity. 
Perfect for mending permanent office records, 
file copies, torn documents, books. 


Tape is a Tool—Choose the best tape for the job 


“SCOTCH BRAND 


Mientsora finns ano )ffanuracrurine company “aoe 
++» WHERE RESEARCH IS THE KEY TO TOMORROW 





Employer and Employee Save 
With a Pushbutton Cafeteria 


F THE 65-odd million Americans 
O employed in the first quarter of 
1961, at least one out of five seems to 
prefer to eat lunch where they work, 
and it is felt this figure is growing. 
Chief in-plant feeders are industrial in- 
stallations employing at least 250 work- 
ers. A Dept. of Agriculture study shows 
that some 6000 such plants provide 
some type of regular, on-premise, food- 
serving facility for personnel, and 
plants having 1000 or more employees 
are more likely than not to have such 
facilities. Approximately 2000 banks, 
insurance companies and offices feed 


another 600,000 employees. Hospitals, 
schools and other institutions add to 
the final total of those who eat where 
they work. 

The Brass Rail Restaurants of 511 
Fifth Ave., New York 17, has formed 
a Vending Div. capable of turning out 
33 million meals a year. All cooking 
and packaging is done under U. S. gov- 
ernment meat, poultry and fish inspec- 
tion. Meals are flash-frozen and main- 
tained at a constant 10-below-zero ship- 
ping and holding temperature, packaged 
in a china-appearing, cook-and-serve, 
disposable dish suitable for use in a 


Mechanized cafeteria at Westinghouse Electric Corp., Sturtevant Div., Boston, where 
machines offer 60 hot dishes, salads, sandwiches, soups and beverages. Full hot meal 
with beverage averages 60c. 
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A competitor who, because he knows his costs 
.-. keeps his inventory at a minimum to free 
working capital for other uses... has up-to-the- 
minute information on production and other op- 
erations...enters and acknowledges customer 
orders swiftly... has modern, fast, accurate pa- 
perwork procedures, can really make things 
tough. © If you suspect that your firm’s com- 
petitive position could be improved by overhaul- 
ing the procedures in any of its operations, call 
in your Standard Register salesman. He can help 
you. get more competitive fast, because he’s 
schooled and skilled in devising efficient paper- 
work systems and designing forms which get the 
most from them. ® Pick a system, ask him to 
give you his improvement ideas and make your 
competitors beware of you. 


STANDARD REGISTER 
BUSINESS FORMS 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
PAPERWORK SIMPLIFICATION 


For More Information Circle No. 262 
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vending machine capable of reconsti- 
tuting frozen meals to their original, 
freshly-cooked state and dispensing 
them hot. The Brass Rail estimates that 
space savings resulting from automatic 
operation can run as high as 30%. 
With cooking done off-location, man- 
agement is relieved of investment 
needed to provide production areas, 
kitchens and equipment, and many op- 
erating costs of food service. Local 
franchise holders will offer installation 
layouts of pleasant dining surroundings 
by Russel Wright with facades to in- 
tegrate vending units and eliminate the 
machine appearance. The initial Brass 
Rail automatic full-service cafeteria is 
in operation at Westinghouse Electric 
Corp. Sturtevant Div., Boston. This 
month automatic systems will be in- 
stalled at General Electric headquarters 
in New York, and Radio Shack Corp., 
Boston. 

The Westinghouse installation culmi- 
nated a six-year survey by management 
to find a substitute for its manual cafe- 
teria. The Brass Rail system, serving 
a single lunch-hour population of ap- 
proximately 1000, offers greater va- 
riety, lower cost and finer quaiity. 
Average cost of a full-course hot meal, 
including automatically - served fresh- 
brewed hot coffee, is 60c. Menu has 
60 hot selections, a variety of salads, 
hot and cold sandwiches, soups and 
beverages. Service supervised by per- 
sonnel of Metro Food Service Div. of 
Brass Rail of New England has been 
more than satisfactory, according to 
Westinghouse’s David A. McQuade, in- 
dustrial relations manager. For more 
information about these automatic hot 
food cafeterias, Circle No. 102. 
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The inexpensive units 
listed here make it possible 
for you to make your offset 

plates and duplicating masters 
the same way they are made in 
the larger printing plants. For 
quality reproduction, there is 
no substitute for the point 
source light in a nuArc 

arc lamp. Allunits 

incorporate a “live” 

rubber one-piece 

molded blanket for 

perfect contact 

between flat and plate. 


FINER REPRODUCTION — LONGER RUNS 


vith a <QBS ane Vamp 


whew 


No. 1722-20 

For plates up to 21” x 25”. Alumi- 
num glass frame ... steel vacuum 
frame. Hinged at feet. Complete 
with arc lamp, 5-min. timer, motor, 


pump, gauge $259.00 
No. 1722-20A. Same as above, 
with automatic arc lamp. $305.00 
Frame and gauge only.. $125.00 
Arc lamp only 


LIGHT TABLES 


ep 


N-16W 


No. N-16 

For plates up to 12%” x 171%”. Steel construction. Manual 
arc control. 

Frame and arc lamp 

Frame, arc lamp, pump and motor 

Frame only 

Arc lamp only 


No. N-16W. Fully enclosed version of N-16.....$139.00 
With pump and motor $196.50 


For complete description, send for Bulletin ana 2] 
COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, tll, 
Sales and Service: New York « Los Angeles 


a Yohilla tat aldeli, 


$ ' a yt : ad et 
auly ay re ‘ 47 Sal we 
Bulletin. A217 


For More Information Circle No, 414 





'Find Out 
|For Yourself 


Sea 


| Carbonsets! 


WRITE TODAY FOR 
A FREE SAMPLE PACKET! 
DEPT. 0661 


ree TYPE RITE Corp 2 


For More Information Circle No. 231 
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| supervising employees. 








| SUPERVISORS IN ACTION by Joseph J. 


Famularo. McGraw-Hill Book Co., 330 
West 42nd St., New York 36, 238 pp., 
$4.75. 


Serves as a guide to better results in 
Provides ideas, 
techniques and examples of managing peo- 
ple on the job, and discusses modern dis- 
ciplinary techniques, improving morale, 
increasing production and handling em- 
ployee problems. Special topics include: 
listening as a way to better supervision, 
evaluating employee performance and ad- 
ministering the union contract. 


DATA PROCESSING. National Machine 
Accountants Assn., 1750 W. Central Road, 
Mt. Prospect, Ill., 255 pp., $10. 

The papers presented at NMAA’S 1960 
conference on the broad aspects of new 
computers and techniques for using them 
to full advantage. Contributors are well 
known professionals in the data processing © 
field who define steps taken in developing 
operational procedures; applications of op- 
erations research; engineering and research 
record keeping; non-banking character rec- 
ognition; systems planning and develop- 
ment for EDP; data collection systems. 


FORMS CONTROL MANUAL by Kenneth 
F. McCreery. Life Office Management 
Assn., 110 East 42nd St., New York 17, 
23 pp., $3. 

Written as a guide to those responsible 
for the development of forms and the pro- 
cedures which they involve. Outlines the 


| program and establishes standards to in- 
| sure uniformity and simplification in re- 
| cording, transmitting, reporting and other 
| processing of data in a life insurance com- 


pany. 


HELPING BUSINESS HELP ITSELF. Profit 
Counselors, Inc., 355 Lexington Ave., 
New York 17, 12 pp., Free. 


Traces the growth of the management 
consultant profession and examines the 
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IF YOU'RE STILL USING PEN AND INK BOOKKEEPING THIS MAY 
WELL BE THE MOST GENEROUS OFFER YOU'VE EVER READ— 


POST ACCOUNTS <<. 


that Monroe 


Machine Accounting will 

RECEIVABLE simplify your figuring 
processes, so certain that 

it will save you time and money, that we offer 

FREE a way to post your Accounts Receivable abso- 


___. lutely free for one whole month. 


The offer is 
“tran this: 


ept the 
use of a Monroe President Accounting moa ‘a neces- 
sary forms, help in transferring balances from books and 
thorough instructions to your operator, all absolutely free 
for one whole month. There is no obligation if you are not 
convinced that the Monroe Accounting Machine is more than 
worth its cost. For full details on this unusual offer write: 
Accounting Machine Division, Dept. 5, Monroe Calculating 
Machine Co., Orange, N. J. 











Discover the growth and profit-ability that can be yours 
with Monroe Machine Accounting. Discover why thousands 
of successful businessmen all over America call the Monroe 
Accounting Machine “The Money Machine.” It saves valu- 
able time, saves money by lowering accounting costs . . . 
makes money by freeing capital to grow on. 


Boy 
BS 4s eu 7. 
SHeesrvan: 


& 


Monroe Calculating Machine Company, inc. Sales and service 
A DIVISION OF LITTON INDUSTRIES (B in principal cities everywhere. General Offices, Orange, N. J. 


For More Information Circle No. 393 
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O Grays to 


() Easier Filing 
(0 Higher Morale 
() Increased Efficiency 
[) Error Reduction 
: Si awe af . 


~, 


Ven f 


: healt 


—~ Shh lf 


. Vsl] 


First and foremost in its 
field, Visi-Shelf is the only 
concept of filing, conceived 
and engineered specifically 
for the express purpose of 
shelf filing. 

Developed to meet the 
constant problem of 
crowded filing areas and 
overcrowded files, the 
Visi-Shelf filing system has 
solved these problems by 
making it possible to file 
“more than twice as many 
records in the same floer 
space” 


3 Series — 2 Widths 
(30” & 36”) — 4 Heights 


= 96 Filing Combinations 


Exclusive VS 


features include: 


Finger Tip Compressors 
© Positive locking 
@ Free movement 
. e © Fully adjustable 
Light weight patented Drop Doors 
Face mounted Reference Shelves 


Visi-Shelf File, Inc. 
105 Chambers Street 
New York 7, N. Y. 
Please send catalog and complete details 
of the Visi-Shelf Filing System. 


Dept B 





ADDRESS 
CITY 











For More Information Circle No. 233 
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operating methods of a consulting firm 
from pre- to post-assignment, exploring 


| the client-consultant relationship in terms 
| of problem areas and solutions. 


| ACCOUNTING SYSTEMS & DATA PROC. 
Richard 


Co., 
5101 Madison Road, Cincinnati 27, 643 
pp., $8. 
Covers all aspects of accounting sys- 


| tems building with emphasis on data proc- 
| essing. Efficient recording, processing and 


analysis, and interpretation are discussed. 
Important areas are simplex to complex 


| development, integrated coverage of im- 


portant systematizing principles, unit data 
medium approach, internal control, ma- 


chines and equipment. 


ADMINISTRATION OF ELECTRONIC 


DATA PROCESSING by Carl G. Baumes. 

National Industrial Conference Board, 

re Park Ave., New York 22, 136 pp., 

This study draws on the collective ex- 
periences of 124 companies of all types 
and sizes to describe how they have man- 
aged varied computer programs from in- 
ception to final establishment of depart- 
ments. Areas discussed are: gaining back- 
ground knowledge; planning feasibility 
study; planning systems studies; computer 
equipment; organizing the data processing 
activity; defining jobs and selecting per- 
sonnel; evaluating performance and prog- 
ress; gaining employee cooperation. 


THE PUNCHED CARD DATA PROCESS- 
ING ANNUAL: NO. 2. Gille Associates, 
Inc., Book Tower, Detroit 26, 260 pp., $15. 


This illustrated volume is a continuance 
of the conversion of these annuals to a 
reference format with information classi- 
fied so that related ideas may be found 
and put to practical use. A revised com- 
puter chart includes new equipment, as 
well as additional information on previ- 
ously discussed computers. Applications— 
ranging through invoicing, sales analysis, 
payroll, cost accounting, etc.— are pro- 
vided for different industries. Also in- 
cluded are wiring tips and techniques, and 
a discussion of how tc make a data proc- 
essing feasibility study. 
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One of these two compact, smartly styled EMBEE FOLDERS is designed to meet your needs. 


See for yourself how an 


EMBEE FOLDER 
saves time, space, money! 


Next time you have a big folding job, try out a compact, handsome EMBEE FOLDER. 
In that way you can see for yourself the greater speed, efficiency and cost-cutting 
economy of EMBEE FOLDERS. 


One EMBEE FOLDER can actually do the work of more than 14 people when it 
comes to folding. It will handle 12,000 812” x 11” sheets an hour! And with simple 
attachments, your EMBEE can slit, score or perforate... while it folds. Speed is varia- 
ble, feed is automatic, folded sheets are neatly stacked for you. Choose any fold you 
want...the EMBEE gives you four basic ones with infinite variations. 


EMBEE FOLDERS pay for themselves many times over in time and money saved. 
Call us today. Let us demonstrate [ 

; [ * Please have representative contact me to ar- 
EMBEE efficiency. Consult the “Yellow ! range a free demonstration of the EMBEE 
Pages” for our office nearest you or re- FOLDER. 
turn the coupon. | NAME 


DAVIDSON CORPORATION | fare 
Subsidiary of | Company 


Mergenthaler Linotype Company | ” 
29 Ryerson Street Address 
Brooklyn 5, N.Y. 














For More Information Circle No. 210 
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Don’t “job it out’- cut and 
drill paper in your own 
duplicating 
department! 





You will speed work, and 
save enough in time and 
expense to pay for this 
equipment quickly. 


| 
ie 
j 
ie 
ts 
: 


Put in a Challenge Paper Cutter. Save the time, 
expense and extra handling of having your work cut out- 
side. Enjoy the convenience of your own cutter. Save on 
paper costs by running odd-size jobs from standard stock. 
Save duplicating time by running small jobs “several up.” 
Choose from a complete line of Challenge power and 
hand-operated cutters in sizes from 19” through 3012”. All 
can cut 2 inches or more of stock accurately in one stroke. 





install a Challenge Paper Drill. Save the expense 
and inconvenience of “sending out for holes.” 

Drill through stacks of paper 2 inches thick in 

seconds — up to 40 times faster than hand 
punching. Use the same equipment to.slit, slot, round cor- 
ners and punch cut outs. It will pay for itself in less than 
a year. Choose from a full line of Challenge paper drills 
in manual, pedal and power models. 


For literature, write Challenge or see your dealer. 


THE CHALLENGE MACHINERY CO. " 
Grand Haven, Michigan Challenge 


For More Information Circle No. 211 
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TWO GREAT NEW IDEAS 






FOR TYPISTS 
TRY 'EM BOTH FOR JUST $1! 
BRITE- 
TYPE 


Me 


>“ 
i 









Ae on es. 
'% 


3 Bro Ke eae i 
dee x & Pcs Wises fee ue hy pages 
OM AL OS “| sakes SRS 4 Re 








Miracle stix wipe dirty keys No messy brushes or putty! Britetype Stix clean type 
clean without soiling hands. quick and easy, bright as new. Pkg. of 10 only 98¢. 


PERE EC- 
LYS 


Magic slips of paper correct Now corrections in half the time with every letter 


“letter perfect.” Handy folder-pak. 6 months sup- 
ply. Only 99c. 


PERRY-SHERWOOD CORPORATION, 

257 Park Ave. So., N. Y. 10, Dept. 18 

{] Please send me both PERFECTYPE and BRITETYPE. 
$1 enclosed 

[] SUPER SPECIAL! I enclose $5 for 6 sets (1 
set free!) 

Name 

| Company 

; Address 


typed mistakes without erasing. ' 


SPECIAL OFFER! 


Send only $! now for both PERFEC- 
TYPE and BRITETYPE and save 50%! 
Use both to make your typing easier, 
cleaner, faster! Your dollar back 
unless delighted. Rush coupon for 
prompt, postpaid shipment! Limited 
time offer! Act now! 


For More Information Circle No, 205 





COMPLETELY AUTOMATIC 


PHOTOCOPIER 


DESIGNED 
AND 
DEVELOPED 





BY 
ROBERT VINCI 











SAVES TIME! SAVES MONEY! 
GET ONE FOR EVERY DEPARTMENT 
AT THIS LOW PRICE 


NOW ... you can do away with “shuttle” service 
to central copy areas . . . save time wasted in wait- 
ing for copies. The new ROVICO 10” FOTO- 
MATE gives you cartridge loading ease. Just 
slip in the ROVI-PAK disposable sealed cartridge. 


One simple lever controls the copy mechanism. 


The ROVICO 10” FOTOMATE offers all the —— 
advantages of a dry machine . . . yet produces jet- 

black on white permanent, legally acceptable copies of typing, ball 
point pen, fountain pen, all inks, rubber stamps, spirit duplication, 
pencil, etc. 


COMPLETE LINE OF PHOTOCOPY EQUIPMENT & PAPERS 


ROVICO INCORPO RATED Phone or write for information 


320 Market Street * Newark 2, New Jersey . MArket 3-3353 
For More Information Circle No. 223 
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What makes ordering Hammermill 


Graphicopy Papers so easy? 











‘CRUTTERSERTER 


Or the Hammermill Gra- 
phicopy Paper Selection 
Guide. With this handy 
chart you simply (1) find 
your item on the complete 
list of papers for office 
printing and duplicating, 
(2) phone your nearby 
Hammermill supplier, (3) 
give him the Graphicopy 
stock number and the quan- 
tity you want. 

What number? 10-004, 
for example. That stands 
for Hammermill Bond, 
8% x 11, white, substance 
20. No need to mention the 
grade, size, color or weight 
of the paper you want. Just 
the “number. 

The time-saving HGPSG 
can be used as a wall chart 
or file folder. Ask your 
Hammermill supplier for 
your free copy, or attach 
the coupon below to your 
business letterhead and mail 
to the Hammermill Paper 
Co., 1463 East Lake Rd., 
Erie 6, Pa. 


(Tear out this coupon now and attach it 
to your business letterhead.) 
FREE—Hammermil! Graphicopy Paper 
Selection Guide 
To: Hammermill Paper Co., 1463 E. Lake 
Rd., Erie 6, Pa. 


PLEASE SEND MY FREE HGPSG. 


For More Information Circle No, 399 
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- Famous es the first and finest... wamatched quality for over 117 years 


“NCR PAPER saves us its cost... 


several times each year”—bennison Manufacturing Company 
Framingham, Mass. 


**Our NCR Paper (No Carbon Required) sales order forms cost more than the forms with carbons we used previously. 

“However, the ease of handling and convenience of NCR Paper, plus its cleanliness, its time saving, and 
other advantages, make it a worthwhile and profitable investment. 

“Our salesmen are unanimous in their approval of NCR Paper. They like it because it takes them less time 
to write and process orders. 

‘They no longer have to worry about wrinkled carbons between copies, or to dispose of used carbon sheets. 
With NCR Paper, originals and copies are picked up as complete units. All this saves valuable time in writing 
orders and enables our salesmen to devote more time to selling. 

“We estimate the time savings 
and other advantages of NCR Paper 
have a money value that offsets the vn / . ne 
extra cost, many times over, and thus (hts 4 ae 
returns its annual cost several times 
each yeor."’ Vice President 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 
Another Money-Saving Product of 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY eS 


For More information Circle No. 377 
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VERIFAX BANTAM C@ 


ae +9 gs 


Other models to $425, 


MAGICS MATRIX used in Verifax Copier 
cuts office copying costs up to 50%! 


Studies show that in most cases at least 2 
extra copies of office records are needed to 
keep.everyone informed. And here is how 
Verifax copying can trim your costs up to 
50% because you don’t pay first-copy 
price for each extra copy. 

Cost of the first Verifax copy including 
Magic Matrix is about 9¢. Each extra 
copy made from this matrix (and you can 
get at least four) costs less than 1¢. And these 
Verifax copies are dry, complete, easy-to- 


Verifax" Copying 


GIVES YOU EXTRA COPIES FOR LESS THAN 1¢ EACH 


read . on bond-type paper. But see 
for yourself. 

suggested prices and subject to change without notice. 
«eee MAIL COUPON TODAY +++. 
213-6 § 


Prices quoted are manufacturer’ s 


Eastman Kodak Company 
Business Photo Methods Dept. 
Rochester 4, N.Y. 

Send free booklet on short cuts and savings 
with Verifax copying. 
(-] Check if you have a Verifax Copier. 


Name. 





Company 





Street 





City. Zone. State 
eeeeoeceaeeeeeeeeeeeeeeeeee 





For More Information Circle No. 216 
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BATES C-H30 Electric Stapler 

This fabulous machine staples at a 
touch of the paper! Jam-free and easy 
to reload, the Model C Head makes its 
own staples from a continuous roll of 
rust-proof brass wire—5,000 at one 
loading. Interchangeable H-30 Head 
for heavy duty jobs (up to 100 sheets 
at a time). Rugged construction as- 
sures long, trouble-free service. 











BATES “56” Electric Stapler 
Completely automatic, staples at a 
touch of the paper. Uses a BATES “56” 
standard stapler, easily removable and 
replaceable, loading 210 standard 
staples. Adjustable depth gauge makes 
it easy to place staple the desired dis- 
tance from edge of paper. Other fea- 
tures include compact design, push- 
button loading and “Safety-matic”’ 
construction. 


BATES ELECTR 


For complete information, write 


the BATES manufacturing co. 


Orange, New Jersey 
New York Office: 63 Vesey Street, New York 7, N. Y. 


NUMBERING MACHINES * STAPLERS » LIST FINDERS * PUNCHES « STAMP PADS « EYELETERS 





For More Information Circle No. 354 
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FROM ONE SOURCE 


PERSONAL 
ALLIED / EGRY 
SERVICE 


on Every Business Form Requirement- 


What paper? . . . The best construction? . . . Where can I cut 
costs? . .. What about delivery? . .. How can I reduce machine 
time and number of operations? The operation of a modern de- 
partment automatically raises questions like these whenever busi- 
ness forms are purchased. 


Allied-Egry helps you find the right answers quickly . . . efficiently 
... with personal on-the-spot service of experienced men who know 
systems and form design. A new, strong national Allied-Egry organi- 
zation with local salesmen in all major cities—backed by nine com- 
pletely equipped plants, producing all types of forms—makes this 
desirable service possible. 


You benefit too from— 
@ Recognized quality and accuracy in form production 
@ Combined experience of nine plants with a great library of 
practical knowledge 
@ A single, convenient, time-saving source of supply 
for every form requirement 


You’re on the move in the right direction when you move to Allied- 
Egry for every business form need . . . at a favorable price. For 
immediate, effective service, why not call today? 


ALLIED /EGRY business systems 


Boston * Dayton * Hartford * Houston 
Kansas City * Los Angeles * Philadelphia 
In Canada: Egry Continuous Forms Ltd.—Toronto * Montreal 
For More Information Circle No. 376 
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10 New Floor Models for ’61 


For 1961, Thomas Collators announce engineering and 
design advancements for their new line of 8, 10, 16, 20 
and 32-sheet floor models that help surpass their own 
outstanding record of achievement. New developments 
that permit greater operational efficiency . .. increased 
versatility . . . speedier set-up time . . . easier accessibility 
to working mechanisms. . . beautiful, new two-tone finish 

. . more, much more! Spend the moment it takes to get 
the full story on how you can cut the high cost of gathering 
duplicated sheets into sets, improve morale, and effect 
considerable savings—Simply write: 


we THOMAS COLLATORS INC. 


oe? orld’s Leading Manufacturer of Collating Equipment 
DEPT. B 100 CHURCH STREET, NEW YORK 7, N. Y. 


For More Information Circle N 





Overhead 
goes 


down 


when 
data cards 





.+. Spin nearly a quarter-million 5x3 
consumer credit cards to users 7 Name 4 — Vi S i 8 LE 
fingertips—— at Broad Street Trust 
Company of Philadeiphia. Refer- 
ence data moves...but the workers 
do not. Result: Faster customer 
service. Employee fatigue reduced. 
, Precious floor space freed. Send 
coupon to see how Acme Visible 
Rotaries soon pay for themselves! 








ACME VISIBLE RECORDS, INC. 

2206 West Allview Drive, Crozet, Virginia 
Please give me information showing ex- 
amples of many es and sizes of power 


D 
and manual Rotaries now used by firms in 
many fields, 





COMPANY. 





ADDRESS. 
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for use on Thermo-Fax Machines 


You’ve never seen anything like it! 


You get clearer, heavy-weight copies— 
black or brown—less curl, less crease. 
Superior contrast, non-glare and 
non-transparent. Will accept more 
handling—will endure prolonged exposure 
to heat and has better file life . . . all this 


and it costs less. For free demonstration write 


OLD TOWN CORPORATION 


750 Pacific Street Brooklyn 38, N. Y. 





AVAILABLE THROUGH BETTER STATIONERS EVERYWHERE 


For More Information Circle No. 204 
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HARD-WORKING AND COLORFULLY HANDSOME, TOO! 





These popular Bostitch Staplers are 
available in green and beige as well 
as black and gray. 


Bostitch BBR—choose this handy 
work saver in any of the four colors 
available. Tastefully trimmed in gleam- 
ing chrome. Comes with attached 
remover. 


Bostitch B12 Standard Desk Stapler 
— modern executive styling lets you 
choose an accessory for looks as well 


as ‘reliable, efficient performance. 


Bostitch B5 Desk Fastener—“The 
Masterpiece of Staplers,” available in 
black and gray. Unusually rugged con- 
struction gives long life under contin- 
uous use. 


You’ll like what you see when you 
examine Bostitch staplers at your sta- 
tioner’s. You'll find their cost is only 
a fraction of the time and money they 
can save you. See them soon. 
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Fasten it better and faster with 


BOsTITCH 


306 Briggs Drive, East Greenwich, Rhode Island 
For More Information Circle No. 404 
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CANCEL 

250 INVOICES 
AT ONCE 
WITH 
SPINNIT eam 
PAPER ~~ 
DRILL... sar» 


You can cut office costs by cancel- 
ling 250 invoice or other documents 
at once by drilling instead of hand 
stamping each one separately. Table 
model drill and corner rounders also 
availabie. Write for information. 


Prices slightly higher in Canada and LASSCO PRODUCTS, INC. 
West of Rocky Mountains. 485 Hague St. © Rochester 6, N. Y 











LASSCO also makes a bench model 


Spinnit drill to sell for $142.50; 

also LASSCO Corner Rounders -- - 

hand model $25.00, foot-operated 
model, $78.00 


More Information Circie No. 415 
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THE NEW COMPTOMETER 


DUPLEX 


CALCULATOR 


Save valuable time ...make routine tasks easier, simpler, quicker with the 
new Comptometer® Duplex Calculator. It accumulates grand totals automat- 
ically. Subtracts directly. Computes almost anything—payrolls, cost control, 
invoices, inventory ...at high speed and in one direct, continuous action. 


For a demonstration see the Yellow Pages (““Adding-Calculating Machines— 
Comptometer”) or write Comptometer, Dep 0-6, 5600 Jarvis Ave., Chicago 48. 


cuts calculating work in 


For More Information Circle No. 403 
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DICTATION PORTABILITY 











RECORDING | TRANSCRIPTION 











All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken“600” Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery...complete with battery recharger. A single 
microphone button controls every action... dictate, ; 
backspace, playback, stop. Lightweight, easy-to-mail 

magnetic disc can be used over 10,000 times. Preci- 

sion-built for quality, value and dependability by the 

world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine xcs wm 
For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.¥. 


For More Information Circle No. 370 
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The “Ideal Swedish Secretary,” 
Marianne Skoglund of Gothen- 
burg, Sweden, was congratu- 
lated, on her arrival in New 
York, by Karl Siewert, presi- 
dent, Facit, Inc., U. S. dis- 
tributor of Facit calculators 
and typewriters, and Odhner 
adding machines. Voted the 
top secretary in a nationwide 
contest in Sweden, sponsored 
by the parent Facit company, 
Miss Skoglund won a trip to 
the U. S. 
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Architect Vincent G. Kling’s 28-story 
office building, to be erected for 1962 
occupancy in downtown Baltimore, is the 
largest privately financed building in Bal- 
timore’s current redevelopment program. 
Rising 360 ft., it will have approximately 
400,000 sq. ft. of gross area. Square floor- 
plan eliminates the need for interior col- 
umns, and the design of the exterior metal 
and glass wall provides deeply splayed 
window jambs for built-in sun control. 





Computer Speeds 
Sales Analyses 


Associated Sales Analysts, Inc., in con- 
junction with Erickson Enterprises, New 
York, has installed a GE 210 computer to 
speed its processing of sales data for lead- 
ing businesses. The main file, which is 
kept on tape, must constantly be updated 
by volumes of current transactions, such 
as merchandising reports by style and 
classification, inventory status, accounts 
payable and receivable. Here the oper- 
ator types in variable information. 


While one operator mounts tape on one of the system’s six tape drives, another waits 
to start the console. Power units are in background and tape library is shown at right. 




















Below left is a closeup of operator inserting a program tape in the tape drive. Oper- 
ation of system from console is seen below right. 
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For 22 years, Elmer E. Koons, assistant 
to the official reporter of the U. S. Senate, 
has put an identifying number on the 
front and back of each Congressional Bill 
with this Bates numbering machine. The 
26-year-old machine, which numbers some 
4000 bills each full session, has never 
needed to be repaired. 








This paneled conference room is 
used by G. A. Rafel & Co., Chicago 
contracting electrical engineers, as 
a lighting sales tool. The room fea- 
tures great flexibility in the quantity 
and quality of light obtainable. 
Equipped with a wide variety of 
General Electric light sources, the 
system features elaborate controis. 
Here floodlights illuminate the table 
while perimeter fluorescents light 
the wall panels. (See photo below.) 


This view shows the room 
above with all 129 fluorescent 
and incandescent lamps turned 
on to produce the room’s peak 
lighting level of 500 footcan- 
dies. GE’s Power Groove 
fluorescents are used in the 
luminous panel over the con- 
ference table. 














The office of Richard 
Lewisohn Jr., Venus pres- 
ident, is informal and 
features seating by Knoll 
Div., Art Metal, Inc., 
with desks and other 
furniture by Lehigh. The 
new 8000-sq.-ft. offices 
for 43 Venus employees 
bring together the office 
and sales staffs for the 
first time. 








Attractive Offices 


in New York 


The reception area (left) features a repro- 
duction of the Venus de Milo in a room 
that is blue, gold, orange and off-white. 


Conference-showroom walls (below left) slide up to reveal product samples. Other 
wall is a display cabinet with glass doors which can be covered with walnut plywood 
panels. Below right, offices for visiting executives are separated from secretarial area 
and Venus executive offices by a partition of wardrobe cabinets. 














for Venus Pen & 


Pencil Corp. 


Outside wall of conference-showroom, 
fitted with glass doored cases for product 
display, adds interest to corridor leading 
from reception area. 


Cabinets designed to 
conform with Lehigh 
desks provide storage 
space in this office 
shared by Hugh Mc- 
Monagle, Venus sec- 
retary, and his own 
secretary. Low files 
under Formica top 
create additional work 
area. 


Privacy is achieved in secretarial area (below left) by banking file cabinets between 
desks in orange, yellow and off-white opposite executive office doors. Corridor (below 
right) from reception room to executive offices, is formed by rear of wardrobe cabinets. 





Because of its time 
and space saving 
features, a DeJur- 
Grundig Stenorette 
magnetic tape dic- 
tating machine has 
a permanent berth 
aboard the U. S. S. 
Seadragon, the 
world’s seventh nu- 
clear submarine. 
During the day the 
machine hangs near 
the diving stand in 
the attack center, 
where it is used to 
record reports for 
the ship’s log. At 
night it is taken to 
the sub’s office 
where a yeoman 
transcribes the 
day’s tapes. 


Curta calculators have proved handy for preparing programs for electronic computers. 
The Ermeth computer at the Institute of Applied Mathematics, Zurich, Switzerland, is 
shown here with a Curta calculator (at right) within easy reach of the operator. 
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The Federal Reserve Bank of Boston re- 
cently installed an NCR 304 electronic 
data processing system to process the 
more than 305 million checks annually 
from member banks in six New Engiand 
states. 


* 


John F. Burke operates the computer 
while Janice Asherder inspects a report 
produced by the 900  line-per-minute 
printer. In addition to processing over a 
million checks a day, machine will pre- 
pare economic data. 


NCR Computer for Boston Federal Reserve 


Inspecting system are George H. Ellis (left), president, Federal Reserve Bank of Boston, 
Owen B. Gardner, NRC vice president, and Charles E. Turner, bank’s vice president. 


Operator is Rita White. 





Electric Erasers 
Save Money 


Home Life Insurance Co., 
New York, estimates that it 
is saving about $1000 a year 
through the use of two 
Presto electric erasers. Mar- 
garet Alini (at right) dem- 
onstrates how one is used 
to correct typing errors on 
settlement requests prepared 
for policyholders. The 
motor-driven eraser makes it 
almost impossible to detect 
the correction and saves the 
cost of re-typing which was 
formerly necessary. 





Home Life Insurance Co. 
also uses a Presto electric 
eraser to eradicate spots on 
Gevacopy offset plates. Mi- 
chael Lennon (at left) says 
it was formerly impossible 
to remove these spots when 
the plate was ready for the 
press. The Presto electric 
eraser is manufactured by 
Metal Specialties, Inc., Mel- 
rose Park, Ill. 
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Right now — try 


Stenorette 
- free 


Both the new, improved, compact 
office-size DeJur Stenorette T-D and 
the compatible, portable, Stenorette 
Versatile can be yours to try without 
charge or obligation. We want you to 
discover the astonishing ease and sim- 
plicity these fully transistorized, mag- 
netic tape machines bring to the daily 
job of dictating and transcribing. The 
only way to make this discovery is to 
try them yourself. And you can, simply 
by sending us your name and address 
on the attached post card. 


BUSINESS REPLY MAIl 


Postage Will Be Paid By 


DeJUR-AMSCO CORPORATION 
Business Equipment Division 
45-01 Northern Boulevard 

Long Island City 1, N. Y. 
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the United States, outsell all other magnetic tape 


in 


gation, the machines that, 


machines combined. 


check either one or both 


((] The Versatile Portable 


UR Grundig Stenorette® T-D 


YT 
bax’ | 


OC Thel 


Stenorette® - T D 


Rugged, compact, dependable, simple...every 
feature at your fingertips. One machine for 
both dictating and transcribing. Office or home 
machine: 12 Ibs. 2 ozs.... Dimensions: 1014” x 
124%,” x 414”. More Stenorettes in use in the 
United States than all other magnetic dictat- 


ing machines combined. 919” 
? 


ae plus FET with 
dictating 
or transcribing 


accessories 


The Versatile 


Versatile in power...versatile in performance 
...versatile in portability, this mighty com- 
pact-portable (only 6 lbs. including dry cell 
batteries) is fully compatible with the full size 
Stenorette®. It uses magnetic tape in reels and 
magazines. Accessory nickel-cadmium battery 
rechargeable 15000 times. Accessory AC Power/ 
Pack gives battery or electric outlet flexibility 
on 110 or 220 volts for world wide use. 


‘149° 


plus F.E.T. 
less dry cell 
batteries 


Try either one or beth without obligation 





PROVIDENT MUTUAL LIFE INSURANCE COMPANY OF PHILADELPHIA 
: PENNSYLVANIA 


Specialists in INSURANCE Specify 
— Stenorette’ 


OF Paliey Namber 


This sensational dictating machine (magnetic tape 

and transistor, of course) has found an enthusiastic 

welcome at Provident Mutual Life Insurance Com- 

pany of Philadelphia where the order of every day is 

reams of accurate paper work completed on time...and [ 800g), / 
at minimum cost. w It will pay you to find out why specialists P 

in insurance specify DeJUR—and why so many businessmen Stehorette-Versatile 
insure their success with the compatible combination of the +149" 
Stenorette -TD and the portable Stenorette-Versatile. ess dey coll bettaries 


Bul® Stenoretté Dictating Systems 


DeJUR-AMSCO CORPORATION 45-01 Northern Boulevard Long Island City 1 N.Y. 


For More Information Circle No. 309 
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WHO GETS BY 
YOUR SECRETARY ? 


Most likely, the man whose bearing and appearance 
indicate he has something worthwhile to say 
gets in to see you. Yes, people are judged 
by their appearance, but the busy 
executive must often depend 
upon his correspondence 
to convey the best possible image 
of himself and his company. 
This is where the quality of the paper 
selected plays an important part. Top-level 
thinking deserves to be seen against the background 
of top-quality PARSONS Bonds. The obviously 
superior look and feel of these papers complement 
the importance of what you have to say. 


a Rh 
PARSONS BONDS 


OLD HAMPDEN BOND @ con 


PARSONS BOND @ 100% 


YOURS: Outstanding | : a L’'ENVO! @ 100% 
Letterhead Design Port- LACONIA BOND A 75% 
folio — ied by the 
heartine Gatis to EDGEMONT BOND & 50% 
partment of world i 
Ee ae HERITAGE BOND @ 25% 
on Parsons King Cotton ‘ RASABLE BOND @ 25% 
Business Papers. Write , 
on your business oe Specify a PARSONS Bond Paper to your 
home ss2 local printer or paper merchant 


PARSONS PAPER DIVISION MATIONAL VULCANIZED FIBRE CO. HOLYOKE, MAGSACHUSETTS 


For More information Circle No. 382 
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“You don’t throw the negative away?” 


“No—Copycat gives us 


up to 10 copies from 


each negative!” 





Copycat’s patented spray process gives you 
more copies... better copies of anything 
...and for as little as four cents each! 


.-<it’s the world’s fastest photocopy ma- 
chine—bar none! From start to finish, in- 
cluding all paper handling, Copycat’s 
deluxe new wall model gives you finished 
ready-to-use copies in 12 seconds. 

What’s more, because of its patented 
spray process, Copycat’s deluxe wall 
model will give you up to 10 crisp, clear 
copies of anything from one negative! 

No other photocopy machine can of- 
fer as many copies—a feature that alone 
will cut your copy cost to an average of 
four cents each—and repay the initial 
investment in no time. 

The key to Copycat’s speedy produc- 
tion of quality copies is its patented spray 


process. No open trays of developer are 
used—Copycat utilizes a tank, from which 
developer is pumped and sprayed and re- 
turned to the tank. 

This gives faster, more uniform distri- 
bution of developer and prevents spilling. 

Moreover, unlike other photocopiers, 
Copycat can be mounted on the wall, to 
save valuable desk space (or placed on 
the desk, if you wish). 

If you are less than enchanted with 
present-day copying methods, annoyed at 
rising costs, messy developers and fuzzy 
copies—look into Copycat. Write or ‘phone 
for a free demonstration in your own of- 
fice. Absolutely no obligation. 


National distributor of Gevaert photocopying materials 


Copycat corporation 


215 Fourth Ave., New York « Phone: ORegon 4-5582 


For More Information Circle No. 232 





4 MILLION SALESMEN* 
WRITE ORDERS 
WITH US—VET 


they don't 
even know 





our name! 
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Order-book carbons that imprint clean, clear, crisp copies avoid costly 
mistakes in shipments and billing, keep customers and salesmen happy. 
To ensure constantly satisfactory performance, the makers of America’s 
best-selling carbons depend on Schweitzer’s high-quality carbonizing 
papers. Schweitzer papers—best by test for absorbency, strength, 
purity, and uniform texture—guarantee the perfect marriage of fine 
carbon inks to fine paper. 

*(Saleswomen, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 


Kimberly-Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth & Spotswood, N. J. © Lee, Mass. © Mt. Holly Springs, Pa. 
For More Information Circle No. 410 
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your complete line 
of money-makers: 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and_ more 
PROFITS! 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s _business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 


able! 


JOELI fireproof 


safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 
In Canada: Regna Cash Registers of 

anada x 
704 Notre Dame S Finvae'a oes. 


t. 
OUTSIDE CONTINENTAL 
Jorgen S. Lien, Box 522, Bergen, Norway 


SE SB SS SS SS SS SSS BS SSeS, 


itemizing cash registers 
adding machines e 


safes 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna 
Joeli Dealer. 


NAME 
ADDRESS 
CITY 


ZONE . STATE 


For More Information Circle No. 401 
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SADA 


- 
ex» Muplicating 


Sada Sprint 

The spirit duplicator for the reproduction 
of any typescript, manuscript and freehand 
drawing in one or more colours 


Sada Replic 
The most up-to-date stencil duplicator which, 


though reduced in dimension, is hand or 
electrically operated 


Sada Reporter £ 
The most accomplished model of automatic 
stencil duplicator, electrically operated 
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Sada Replic electrically operated 


Sada Reporter ‘ 


S.p.A. Duplicatori ed Affini 
Milano 

Milano (Italy) - corso Europa, 12 

tel. 780.913/915/917 


For More Information Circle No. 397 
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The fine quality look of a Cole Steel office— 
the careful attention to personal comfort— 
the skillfully: crafted construction —all 
combined create an office of quiet good taste and 
matchless efficiency. This is why so many of 

Your company is judged America’s blue chip companies select Cole Steel 

: when furnishing their offices. See for 
by the office you keep... yourself why Cole Steel furniture is 

so far ahead in the office equipment field. 

Send for our Free color catalog today. 

Cole Steel Equipment Co., Inc., 

Dept. 57, 415 Madison Avenue, New York 17, N. Y. 


For More Information Circle No. 396 








COLE STEE 


NEW YORK CITy © CHICAGO + PHILADELPHIA + LOS ANGELES + SAN FRANCISCO * HOUSTON © ATLANTA © TORONTO, CANADA 





SPEED-O-PRINT 
Worhds Finest Photo--Copivr 


COPIES EVERYTHING 
IN SIGHT...IN SECONDS 














Sjoeed-O-Fhint CORPORATION 
1801 WEST LARCHMONT AVENUE, CHICAGO 13, ILL. 


Gentiemen 


1 want to know why the Speed-O-Print Photo-Copier is 
superior. Please send, without obligation, complete details, inc/uding heed - - hint 


@ photo-copy of this request 


—_ inincnienanematetereen CORPORATION 


Title - a 





1801 WEST LARCHMONT AVENUE 
CHICAGO 13, ILL. 


Company 





Address 





City 





For More Information Circle No. 395 
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THIS 
PAPER 
IS 
EXACTLY 
RIGHT 


Are you constantly faced with the problem of finding 
the paper that best fits the specific job? 


Whether your job requires a bond, mimeo, offset, 
duplicating or manifold paper, the MACKINAC 
line has a paper especially made for your job. All 
MACKINAC Job-Ready Business Papers are preci- 
sion cut at the mill to sizes 814 x 11 and 814 x 14. 
MACKINAC VELLUM is made in brilliant White 
in 40, 50 and 60 pound. All other MACKINAC 
papers are available in White and six bright colors 
that match across the line. 


FLETCHER 


emery 


PAPER COMPANY 
General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 


Mill at ALPENA, MICHIGAN 


For More Information Circle No. 364 
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MACKINAC. 


JO8-READY 
BUSIN ESS PAPERS 


Send for 12-page illustrated 
booklet explaining applica- 
tions of the 7 Grades of 
MACKINAC papers: 


MACKINAC BOND 
MACKINAC DUPLICATOR 
MACKINAC MANIFOLD 
MACKINAC MIMEO 
MACKINAC OFFSET 
MACKINAC OPAQUE 
MACKINAC VELLUM 





LAGOMARSINO-FAI 


Viale Umbria 36 Milano (Italy) 
LOTALIA AND NUMERIA 
The most complete line of 


printing calculators and 


adding machines available 
{o dealers 


coast-to-coast sales and service 


spare parts available from the Ames Supply Company 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, import Office Machine Co, 7444 N. DALLAS, Wholesale Office Machines Co., 2000 
Harlem Ave. North Lamar St. 

SAN FRANCISCO, Northwest Lagomarsino, 639 LOUISVILLE, KY., Import Business Machines 
Howard St Co., 1503 Bardstown Road. 

LOS ANGELES, Wholesale Business Machines, PUERTO RICO distributor: SAN JUAN, Real 
7515 Beverly Bivd. Hermanos Inc., Calle Tanca 2 

HOUSTON, Adding Machines Distributing Co.. CANADA distributor: TORONTO, Nauta Bros., 
2201 Caroline St. 2615 Danforth Ave. 


For More Information Circle No. 369 
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Why Not Guy “Me Seat 


~«- If costs no more! 


EVER 


READY CA 


B 


LENDAR MANUFACTURING € 


T | =a ae Y NEW JERROD # 


OF 


For More Information Circle No. 259 
THe Orrice—June, 1961 





He’s looking at tomorrow's spirit fluid 





MORE and more, spirit duplicating is called upon to provide the answers 
to office automation through business systems applications. New du- 

plicators, new masters created to meet these new demands depend heavily 

upon spirit fluids —literally the life blood of hectograph duplicating. 


Columbia — long a leader in research and development of carbon papers, 
ribbons, duplicating plates and supplies — maintains a continuous scien- 
tific probing to assure you the finest products available. Based upon this 
record of achievement, Columbia research and development wil! continue 
to lead the field in the formulation of business writing supplies of the fu- 
ture. For information on how Columbia products may help you, contact the 
Columbia representative nearest you or write: Hectograph Division, Colum- 
bia Ribbon & Carbon Mfg. Co., Inc., 116 Herb Hill Road, Glen Cove, N.Y., 
or Columbia Ribbon & Carbon Pacific, Inc., Duarte, Calif. 


RIBBONS + CARBONS «+ DUPLICATING SUPPLIES 


RIBBONS: CLASSIC - COMMANDER + MARATHON ~- PINNACLE + RAINBOW + SILK GAUZE 
CARBON RIBBONS: COLUMBIA M-50 + COLUMBIA PF-756 + CARBON PAPER: PINNACLE 
CLASSIC - COMMANDER + LECTRICOPY - MARATHON + ACCOUNTANT SPECIAL + PLASTISOL F-100 
RAINBOW ~ SILK GAUZE - DUPLICATING SUPPLIES: COLITHO OFFSET + READY-MASTER SPIRIT 


For More Information Circle No. 218 : 
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EMPLOYMENT 
INTERVIEWS 


HAROLD S. SHARP, Technical Librarian, 
AC Spark Plug Div., General Motors Corp., Milwaukee 


MPLOYMENT INTERVIEWS are 
E one of the most important duties 
of the supervisor. In fairness both to 
applicants and the prospective employer, 
only properly qualified men and women 
should be recruited. If an unqualified 
person is hired, it is only a matter of 
time before he either resigns or is dis- 
charged. This results in the added ex- 
pense of recruiting and training a re- 
placement, and bitterness on the part 
of the ex-employee. 

Not every applicant can be hired; a 
selection process to determine the best 
qualified must be used. In most com- 
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panies the personnel department screens 
applicants for job qualifications, back- 
ground, references, formal education, 
etc., and, before an applicant is actually 
hired, he is interviewed by his prospec- 
tive supervisor who makes the final de- 
cision. The supervisor is faced with a 
great responsibility. In a comparatively 
short time, he must learn about the 
applicant to determine whether or not 
he should hire him. He must also give 
the applicant a clear picture of the po- 
sition. 

An employment interview is a face- 
to-face conversation between two peo- 





ple. Its primary object is to exchange 
information. If this is to be achieved, 
both parties must participate in the con- 
versation. It is the responsibility of the 
interviewer to create an atmosphere 
which will encourage the interviewee to 
participate freely. The interviewer must 
not assume that he is talking to an 
inferior person, because he is employed 
and the other man is not. He is not 
giving a man a job, rather he has work 
which needs to be done. If such work 
requires a skill or specialized ability, 
he may lose a well qualified applicant 
if he assumes a superior attitude. 

The applicant should not be kept 
waiting needlessly. If the interview has 
been arranged for three o'clock, the 
interviewer should not permit other com- 


mitments to interfere. If the personnel 
department advises that an applicant is 
then available, the supervisor should 
make every effort to see him at once. 
If this is impossible, he should say when 
he can talk, and then make sure that 
he is available at that time. 

The interviewer should greet the ap- 
plicant in a friendly manner, shaking 
hands with all males and with those 
females who offer to do so. A quiet, 
secluded place should be selected, and 
the interviewer should arrange to have 
no interruptions. He should call the 
applicant by name and make sure that 
the latter knows the interviewer's name. 
The interviewer should be interested in 
the applicant and should let this be 
known by his manner. The atmosphere 


mstrong Roberts 


The primary object of an employment interview is the exchange of information. " This 
is accomplished by asking key questions and allowing the applicant to talk freely as 
long as she stays on the subject. 
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One of the primary duties 
of the interviewer is to put 
the applicant at ease. He 
should greet him in a friend- 
ly manner, shaking hands 
with all males and with all 
females who offer to do so. 


should be informal but businesslike. 
Opening the interview with some ob- 
ject of common interest, such as, “I 
used to work at Standard myself. Do 
you know Joe Dokes?” will help break 
the ice. Then unobtrusively guide the 
conversation, keeping in mind that the 
object is to learn as much as possible 
about the applicant’s ability to fill the 
position, and to tell the applicant as 
much as possible about the position. It 
is best to get information from the ap- 
plicant before giving information about 
the position. By asking questions the 
interviewer not only puts the applicant 
at ease, but if it is obvious the applicant 
is not qualified, the interview can be 
terminated without undue loss of time. 
In getting information, such questions 
as, “What sort of work did you do with 
X.Y.Z. Co.?” and, “What kind of work 
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H, Armstrong Roberts, N. Y. 


are you interested in?” give the appli- 
cant a chance to express himself with- 


out wandering. The applicant should 
be encouraged to talk freely, as long 
as he sticks to the subject. Why, what, 
when, where and how questions should 
be asked, and the applicant should be 
requested to explain or clarify his state- 
ments. 

Don’t hurry the applicant. Give him 
time to think and to answer each ques- 
tion before being asked another. At no 
time should the interviewer forget that 
the object is to get all the facts about 
the applicant’s job abilities. Through- 
out, the interviewer should be alert, 
open-minded, and objective. 

The interviewer is looking for cer- 
tain basic factors, in terms of the 
specific position for which the applicant 
is applying. These include health and 
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H. Armstrong Roberts, N. Y. 


The interviewer should be interested in any examples of past work offered by the 


applicant. 


physical condition, job knowledge and 
skill, interests and motivation, personal 
adjustment, and any special influencing 
conditions that might exist. Don’t pry 
unnecessarily into the personal life of 
the applicant. Such subjects as divorce, 


illness, arrest and financial condition 
may be mentioned but not explored 
merely to satisfy personal curiosity. 

If the interviewer feels that the appli- 
cant is not qualified, he should termin- 
ate the interview. If, however, he feels 
that it should continue, then give 
information about the position. Explain 
the job requirements carefully and 
thoroughly, and answer any questions 
which the applicant asks. In discussing 
the job, include such matters as work- 
ing conditions, applicable rules and 
policies, operation of the department 


84 


and the applicant’s opportunities for 
the future. Make clear all duties, both 
desirable and undesirable, and neither 
oversell nor undersell the job. If pos- 
sible, take the applicant to the work 
area and show him something of the 
operation. 

After the position has_ been 
thoroughly explained and all the appli- 
cant’s questions answered, the inter- 
view should be terminated. In most 
companies the actual hiring is done by 
the personnel department. Where this 
is the case, the interviewer should be 
careful to avoid making any commit- 
ments whatever regarding employment 
or salary. If either of these matters 
should come up during the interview, 
the interviewer should make it clear 
that he is not authorized to discuss 
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them, and that they are handled by the 
personnel department. If the super- 
visor-interviewer is empowered to hire 
the applicant, he should settle such 
matters as salary, starting date, vaca- 
tion, and sick leave policy at that time. 

In closing the interview, any factual 
misunderstandings should be cleared up. 
If the applicant is not acceptable he 
should be told why and good reasons 
given. If he is acceptable, the main 
features of the job should be summar- 
ized and both interviewer and applicant 
should be satisfied that all pertinent 
information has been covered. 

The supervisor can terminate the 
interview by merely standing up and 
using some such remark as, “I think 
we've covered everything. I'll take you 
back to the personnel department.” It 
is important to leave the applicant with 


12 RULES FOR CONDUCTING AN EMPLOYMENT INTERVIEW 


a good feeling for the company, whether 
he is hired or not. A warm smile and a 
sincere, “it’s been a pleasure talking 
with you, Mr. Blank,” will go a long 
way toward achieving this. 

A good interviewer is interested in 
the applicant and pays careful atten- 
tion to his statements and questions. He 
is open-minded and objective and ex- 
changes pertinent information in a 
pleasant but efficient manner. He is 
able to select the best possible applicant 
for the vacant position, and leaves all 
applicants with a good impression of 
the company. Hiring the right person 
can help the efficiency of the super- 
visor’s department; hiring the wrong one 
can impair the department seriously. 
If the employment interview is con- 
ducted intelligently, in the majority of 
cases the right person will be hired. 


a 


of 
* 


. Be prompt in keeping appointments. 


. Conduct the interview in a quiet place, free from interruptions. 


. Be friendly, courteous and businesslike. 


. Establish a common ground with the applicant. 


. Do not let the interview wander from the subject. 


. Do not oversell or undersell the 


. Encourage the applicant to talk. 


job. 


. Obtain the necessary information about the applicant without prying 


| into his personal affairs unnecessarily. 


9. Answer the applicant’s questions. 


10. Near close of interview, summarize points for applicant to remember. 


11. If the applicant is rejected, be sure to explain the reasons. 


12. Make sure that the applicant leaves the interview with a good impres- 


© sion of the company. 
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Stockroom Control of Forms 


GEORGE BIEK, Supervisor, Forms Design & Control, 
General Foods Corp., White Plains, N. Y. 


N FORMS CONTROL, one phase 

is often slighted: control over order 
quantities. Many factors relate to the 
size of the order to be printed, but the 
extent of the forms man’s experience 
and his knowledge of the company will 
largely determine the most economical 
quantities. Average loss due to obso- 
lescence and other reasons is generally 
about 10% and many of us use this 
figure as a standard to show how effec- 
tive our control is. In general, the 
lower the percentage, the better the 
stock is controlled, but there are ex- 
ceptions. 

We thought we should not place an 
order for more than a_ three-month 
supply of any form to keep obso- 
lescence very low. We balance the sav- 
ings of printing in larger quantities 
against possible obsolescence. For 
some general types of forms, such as 
interoffice memos, “While you were 
out,” etc., a year’s supply would not 
be too much. The price is lower for 
a larger printing order, and the clerical 
work of preparing extra orders, follow 
up, handling, etc., is also saved. 

There is no substitute for good judg- 
ment gained over a period of years. 
The head of the forms control group 
should not be a methods-man-in-train- 
ing who will be rotated periodically. A 
good methods man can be as valuable 
to a company in forms work as in other 
types of methods studies. He can help 
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other methods men because he knows 
their problems and can offer alternate 
methods of handling paperwork. It’s 
doubtful if any group in a company 
could operate without some type of 
form. Furthermore it costs from ten 
to 20 times as much to process a form 
as to print it. Forms are the working 
tools for expenditures that can reach 
millions of dollars in a large company. 
The forms man must not only specify 
the least expensive methods of printing, 
but also save as much employee time 
as possible in the design of forms, sug- 
gest simpler ways of obtaining multiple 
copies and eliminate forms wherever 
possible. 

One of our order forms, in which 
several thousands of dollars were in- 
volved, required considerable checking 
to determine the order quantity. Gen- 
eral Foods, being a large and progres- 
sive company, is constantly adding new 
products and new package sizes for 
existing products. We must not only 
consider the savings of ordering larger 
quantities, we must also consider the 
salesman’s time to write in new prod- 
ucts and the possibility of error in mis- 
interpreting his written name of a prod- 
uct or his transposing figures in the 
product code. Code numbers are used 
more extensively than product names, 
and a transposed number can cause 
considerable trouble. There is also the 
bad effect on a customer when an error 
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Fig. 1. This seven-part carbonized form doubles as a forms requisition and a purchase 


order in special cases. 


is made, plus all the extra handling 
and bookkeeping. 

Should we order a six-month supply 
or a nine-month supply? If we order 
the nine-month supply, we get a greatly 
reduced price. In fact, by ordering 
100,000 we pay what it would cost 
for 72,500 in two separate orders of 
50,000 each. In other words, we could 
destroy up to 27,500 forms and still 
save money over two orders of 50,000 
each. Yet, if 20,000 had to be de- 
stroyed, it would appear that the forms 
man guessed wrong even though there 
were a saving. 

In general, the printer requires 60 
days lead time to print a carbon loaded 
form. We have to place the order as 
late as possible to anticipate any new 
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products that may be introduced at 
the time the forms are delivered, and 
still not be without the forms. 

From this, you can readily see how 
exceptions can make a larger obso- 
lescence cost a net saving. The forms 
man should let his supervisor know 
why he ordered a larger supply that 
might result in seemingly excessive de- 
struction due to obsolescence. 

When the user of a form thinks it 
should be changed, he should notify 
forms control of the change so that it 
is recorded in the folder to be incor- 
porated in the next printing. But rarely 
does anyone take this precaution. To 
play safe, it is always best to contact 
the originating source before reprinting. 

To keep destruction of obsolete 
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forms to a minimum, forms control 
should be notified of any impending 
organization changes and when they 
are to be made. Examples of such 
changes might be a change in tabu- 
lating equipment, when the spacing 
changes from 5/32” to 1/10” or vice 
versa, or a subsidiary company may 
become part of the corporation. This 
is one reason forms control should be 
part of methods work. The latter is in- 
variably directly involved in_ such 
changes. In a large company, these 
changes can obsolete thousands of dol- 
lars worth of forms. 

We use a form (Fig. 1) that doubles 
as a forms requisition and a purchase 
order in special cases. To avoid ex- 
ceptions to the routine, all requisitions 
are routed through our stockroom, 
which retains one copy for reference. 
Those items that cannot be filled from 
stock (and for which they do not have 
an order) are forwarded directly to the 
purchasing department. To avoid pre- 
paring a purchase order, a copy of the 
requisition is signed by an authorized 
person in the purchasing department. 
This signed copy of the requisition then 
becomes a shipping or purchase order 
to be applied against a blanket contract 
with the forms printer. 

Some consideration should be given 
to pricing requisitions for materials 
withdrawn from stock. We have lee- 
way in charging intracompany costs, 
which we do not have when items are 
sold outside the company where we 
have to account for every cent. But 
it costs money to price requisitions and, 
unless we can save more than that cost, 
we should not price them. Many larger 
companies will not honor an interoffice 
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charge unless it exceeds a_ certain 
amount. They also have found that 
the handling costs for freight claims 
are not warranted unless the claim ex- 
ceeds a certain amount. Many station- 
ery items are in this category. 

What is the break-even point between 
the cost of keeping records and the 
savings obtained because of these rec- 
ords? Most forms are required for the 
operation of a department and charg- 
ing their cost to the department will 
not show how they can be eliminated. 
Why not review all stationery items and 
forms on all requisitions and determine 
which should not be charged, even 
though some large departments may 
exceed a set minimum. There are sev- 
eral ways this can be accomplished, 
but the most logical is to use a different 
color bin label and stores records (pur- 
chases only) for non-priced items on 
requisitions. Non-priced items should 
be immediately charged as expense 
items to be prorated just as all other 
overhead. 

When the stock clerk fills orders 
from requisitions, a check mark could 
be made in a designated space on the 
requisition when a non-priced item is 
filled. If the number sequence for stor- 
ing forms on the shelves is not critical, 
all non-priced items can be kept in a 
separate section. To provide a means 
of review, requisitions can be filed by 
department and reviewed if the cost 
of the stockroom items should increase 
out of proportion to normal growth. 
However, a requisition is invariably 
signed by a supervisor. Charging “ne- 
gotiable” items (pencils, pens, blank 
paper, etc.) will not necessarily reduce 
their pilfering. It is the responsibility 
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of the supervisor to carefully review 
‘all requisitions before he signs them to 
be certain nothing is ordered in exces- 
sive quantities. 

In general, the following suggestions 
will go a long way toward an efficient 
stockroom: 


1. Store only forms used by more 
than one group, unless the storage fa- 
department are in- 


cilities in that 
adequate. 

2. Arrange minimum (reorder) 
quantities, to allow for replenishing the 
stock. Lead times should. vary with the 
type of printing as follows: 

Tabulating and carbon 
forms, 60 days. 

Other forms printed outside, four 
weeks. 


loaded 


Fig. 2. The bin card itself 
serves as authorization to 
reorder and eliminates the 
need for any other form for 
this purpose. Vertical col- 
umns are continued on re- 
verse side. 


Forms printed within, one week. 

3. Arrange forms on shelving in nu- 
merical order, and periodically re- 
arrange forms that have been added 
since the last relocation. 

4. Provide a mechanical means of 
segregating the minimum reorder quan- 
tity on the shelves, particularly those 
that require a longer replacement time. 

5. Determine the items and forms 
that do not require review before re- 
ordering. These can be purchased di- 
rectly from designated suppliers when- 
ever they reach their reorder point. 

6. Bin cards (Fig. 2) should be pre- 
pared for all forms kept in the stock- 
room. The cards serve as an authoriza- 
tion and avoid the need for a separate 
form. 


DESCRIPTION 
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How the Smaller Office Can 
Prepare a Procedure Manual 


RAYMOND DREYFACK, Director of Tabulating Systems, 


Faberge, Inc., Ridgefield, N. J. 


ORE OFTEN THAN NOT, par- 
Mecicuiariy in the small office, it is a 
monumental step to prepare a single 
procedure manual, let alone two or 
more. Let us consider what might be 
referred to as a Consolidated Manual of 
Procedure that will fill the needs of 
management, supervision and operating 
personnel. 

To be of maximum value our manual 
should be as complete as possible. It 
should encompass all office functions 
broken down by department, so our first 
step is to subdivide. List the departments 
involved and, taking one department at 


a time, list the main operations per- 
formed. For example: 


BILLING DEPARTMENT 


. Main Office Billing. 
. Branch Billing. 
. Warehouse A. 
a. Receipts. 
b. Withdrawals. 
. Warehouse B. 
a. Receipts. 
b. Withdrawals. 
5. Credit Billing. 
5. Backorders. 
. Employee Purchases. 
. Pricing. 
. Item Changes. 

A similar list of major functions 
should be drawn up for each depart- 
ment. 

Our next task is to gather the facts 
and one of our most important tools is 
the interview. Using the list as a rough 
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working guide we are ready to approach 
the department head and here the in- 
terviewer’s attitude is of vital import- 
ance. It is his job to marshal facts not 
pass judgment on his findings. A 
friendly, understanding approach can do 
much towards enlisting cooperation; a 
superior, know-it-all attitude will have 
the opposite effect. A well prepared 
manual is of great value to every mem- 
ber of the office staff. Sell your people 
on this point and they will be glad to 
work with you. 

With the support of department 
heads and operating personnel, sub- 
divide procedures step-by-step and ar- 
range in a functional sequence. Re- 
ferring back now to our original list we 
can enlarge on the headings in this 
manner: 

BILLING DEPARTMENT 

1. Main Office Billing. 

A. Regular Accounts. 

1. Pull customer 
from tub file. 

. Key punch commodity cards as 
follows: Item Number and quan- 
tity into Cols. 15-28, as per at- 
tached program card. 

3. Key verify above cards. 
Btc., ec., etc. 

Continuing in this way our initial 
rough procedure write-up can run to 
several pages for each department for a 
detailed step by step breakdown of each 
operation. Whether we are working with 


heading cards 
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a punched card application, bookkeep- 
ing machine set-up, or a purely manual 
function, is immaterial. The main point 
is that the write-up should be all- 
inclusive. A stranger, acquainted with 
the equipment involved but new to the 
procedure, should be able to do the job 
from the write-up alone with a mini- 
mum of oral explanation. 

The next step is for the interviewer 
to privately study what he has written 
down. Before he can communicate his 
procedure to users of the manual, he 
must be certain he understands it him- 
self. He should study his write-up from 
a systems standpoint, enlisting the aid 
of others where his own knowledge is 
fuzzy. The preparation of a good pro- 
cedure manual can be expensive and 
time-consuming. Before turning out the 
final copy it would be a good investment 
to study the existing set-up with an eye 
towards possible revision. 

Once this precedure has been fol- 
lowed, department by department, func- 
tion by function, the manual is ready 
for the final stages of preparation. We 
know each step involved in each job 
and it is our task to write down what we 
know as briefly and simply as possible. 
Sentences should be short and concise. 
Simplicity of language is essential. For 
example, the instruction: “Arrange 
documents into numerical sequence,” 


leReceive Orders from 
Credit Dept. twice 


19:00 AM & 


> Stamp or<- 


CREME 


Cre eRS 





3.Count orders & 4,3temp orders with 


requires a mite more thought than: 
“Sort invoices numerically.” Instruc- 
tions must be easy to read and thought 
communication as painless as possible. 

Assuming the work of each depart- 
ment was listed, first according to main 
functions, then subdivided as_ illus- 
trated, the proper organization of the 
manual should evolve as a natural by- 
product. Our next thought then should 
be that of pictorial presentation. A pic- 
ture or diagram can tell at a glance what 
might otherwise take many words to 
describe. In many instances the opera- 
tor may have the job in question fairly 
well memorized, and needs the manual 
mainly as an_ occasional refresher. 

One of the most useful aids to man- 
ual writers is the flow chart of which 
there are numerous types and variations. 
Generally the function of the flow chart 
is to show graphically, in summary 
form, what the detailed procedure shows 
explicitly in words. It is often beneficial 
to parallel the steps of a procedure in 
both detailed written form and in chart 
form on the same page. 

It is not enough to prepare a good 
procedure manual and then forget about 
it. If the usefulness of the job is to 
continue, the manual must be kept cur- 
rent. Changes in procedure must be 


noted as they occur. When necessary 
(Continued on page 226) 


Pall customer 
cards from Inu 
tub file. 


consecutive con- 


trel numbers. 


Include simple flow charts along with written instructions in your manual. 
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OW WOULD YOU LIKE A 50% 

boost in speed and efficiency in 
your office? Whatever the actual per 
cent, a big improvement would be made 
if every worker could see better. It 
can’t always be left to the individual 
himself. He may not know, nor care, 
if his visual performance is slipping. 
He may not be able to do anything 
about it, if the solution depends on 
some change in his work environment. 
He may not understand some of the 
factors involved in fitting his vision to 
his job. 

This puts the burden on manage- 
ment. The supervisor is in an ideal 
position as an observer. He is right at 
the spot where vision is applied to the 
job and can detect signs of failure 
when eyesight does not meet job de- 
mands. Work environment may be as 
much to blame as eyes themselves. 
Light, posture and habits of seeing 
(sometimes created by incorrect work 
arrangement) can produce fatigue and 
take a tex in output. 
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Raise Efficiency 


Improve Their 


JAMES R. GREGG, O.D. 


Seeing areas should have at least 20- 
30 footcandles of light. That’s the 
amount supplied by an uncovered 100- 
watt bulb 3142-4 ft. away. Depending 
upon the type of shade and reflector, it 
may take 150 watts in an ordinary 
lamp. General room illumination is 
seldom enough for prolonged or de- 
tailed clerical tasks, so adjustable lamps 
should be used over most work areas. 

Indirect light reduces shadows and 
glare. It doesn’t matter what kind, in- 
candescent or fluorescent, as long as 
there is enough. (If your staff com- 
plains about fluorescent, it may not be 
properly installed and the lamps may 
flicker.) Glare is as bad as insufficient 
light. Exposed lights should be shaded 
or directed away from the eyes. Desks, 
counters and other work areas should 
not face bright windows. The glare 
source should never be within 45° of 
the line of sight. Dark glasses should 
never be worn indoors without specific 
professional advice to do so. 

Light-colored surroundings are best 
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by Helping Workers 


Seeing Ability 


to diffuse light throughout a room, and 
this applies to floors, walls and desk- 
tops. Paperwork which contrasts too 
much with dark surfaces annoys the 
eyes. The central work area should 
never be more than three times brighter 
than its background. 

The work itself should be in best 
possible seeing position. Normal direc- 
tion is centered and downward with 
the work surface perpendicular to the 
line of sight and eyes equidistant from 
it. The “normal” distance depends 
upon the individual, his arm length and 
habits of posture. There are physical 
and practical limitations but, when pos- 
sible, the point of visual demand should 
be adjustable to a comfortable seeing 
position. 

Working materials which require fine 
discrimination should be positioned in- 
side arm’s reach and well below eye- 
‘level. Gross tasks, those with large size 
numbers or letters, can be done farther 
away and above eyelevel if need be. 
This goes for sorting, filing, posting, re- 
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cording or operating office equipment. 

The particular visual characteristics 
of each worker’s task should be de- 
termined by on-the-job observation by 
an occupational vision specialist, if pos- 
sible. Working with ruler, light meter 
and data sheet, the specialist evaluates 
the common working distances, height 
and position of work surfaces, nature 
of materials used, viewing angles, eye 
movements necessary, and any unusual 
seeing conditions. 

What are the seeing heights and dis- 
tances, how fine is the detail, what are 
the requirements for side vision, color 
vision, depth perception? These facts 
have much to do with the lens prescrip- 
tion required. It is usually up to the 
individual himself to have the exact 
answers about his job needs if he is to 
get the finest possible vocational pre- 
scription. Working distances should be 
measured in inches for each person 
since arm length, height and posture 
make a difference. This information 
should be taken along when vision is 
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examined by a specialist. 

A high percentage of workers, even 
with vision corrected, do not have 
glasses which are thoroughly adequate 
for the work they do. They may be 
focused for the wrong height or dis- 
tance. This was the surprising conclu- 
sion of a survey of office workers who 
were studied on the job by vision spe- 
cialists. This can be avoided by pro- 
viding each person with a job analysis 
sheet. The vision specialist cannot 
otherwise get reliable work data unless 
he follows his patient right to the job. 

The supervisor can watch for signs 
of faulty eyesight. The appearance of 
the eyes can indicate trouble. Frequent 
sties, swollen eyelids and inflamed eyes 
may have an underlying basis of eye- 
strain. Persistent redness and watering 
after intense use of the eyes can come 
from inadequate vision. Most signifi- 
cant are the many outward signs: hold- 


ing work close to the eyes, twisting the 


Taking dictation usually requires a centered, downward distance of 16” to 18”. 
to look at the person dictating calls for a lens of greater distance. 


provide both. 


head to see, adjusting material to see 
better—many peculiar habits can indi- 
cate troublesome eyesight. 

Frequent blinking, closing one eye, 
rubbing the eyes, and poor posture can 
come from eyesight when the going 
gets difficult. Avoiding close work, rest- 
lessness and irritability are symptoms 
when eyes begin to tire. Slowing down 
output, increasing work errors, little 
injuries also are symptoms. 

Depending upon the work and the 
individual, age 45 is a critical time for 
vision. Beyond this age, nearly every- 
one needs glasses for close work. One 
typical sign is holding work farther 
away to ease the strain on the failing 
ability to focus up close. 

The vast detail work and intensive 
“reading” in office work calls for fast- 
action eyesight. It can be speeded up 
in most people. Even if vision is other- 
wise normal, seeing and reading can 
be enhanced by special training. Some 


Ability 
Multifocal lenses 
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full range of decorator colors are used in more offices than any@ther desk 
tray! Best for you, too! 

*See your local dealer for the complete 
line of ‘‘Secretary approved”’ 
office accessories, or write us 
direct, Dept. X-6 


GLOBE-WERNICKE 
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companies give courses in speed read- 
ing. 

Perhaps the biggest service the su- 
pervisor can provide is helpful under- 
standing about glasses for office work 
when they become necessary. Lenses 
can be designed to do any specific job, 
but they may not meet every seeing 
need once the bifocal stage has been 
reached. For some eyes, it may take 
several types or trifocals. Spectacles 
which are best for use at home, walk- 
ing outdoors or driving, may be quite 
inadequate in the office. 

Reading glasses may blur distance 
and not do at all when talking to peo- 
ple, yet be quite satisfactory for book- 
work only. Bifocals’ near vision section 
should be particularly large to cover the 
desk area with least head movement. 
The entire lens can carry the near pre- 
scription with a littlke window (an up- 
side down bifocal) at the top for dis- 
tance seeing. Trifocals provide an in- 
termediate focus for much of the office 


work which is beyond average reading 
distance. Special multifocals are made 
in many combinations of focus, size 
and height of lens sections for special 
needs, such as seeing on overhead 
shelves, in files and to operate office 
equipment. 

Don’t attempt to recommend the 
same kind of glasses for everyone. Tri- 
focals may be fine for one job, all 
wrong for another. Bifocals might suit 
one person and not another doing 
exactly the same work. Glasses for 
“everyday” wear will not necessarily 
be adequate for office work. Provide 
each employee with his job-need infor- 
mation and let the professional decide 
what should be used. 

In spite of mechanization of office 
work and improvement in systems and 
materials, the burden on eyesight is still 
tremendous, perhaps greater than ever 
before. This means the role of eye- 
sight to encompass the details of a 
day’s work is increasingly significant 


Spectacle frames should be wide enough to permit glancing from copy to typewriter 


with a minimum of head movement. 
in distance. 


Lenses should be able to adjust for the difference 





Easiest calculator tape in the world to read 


New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code”’ to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 
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Made in America 


Easy to use as an adding machine 


No special training needed! With 


just one simple keyboard, Victor’s —) : ; 
agic Motor Bar and Simpla-Key er | pra Oe. Sept..0-6 


handle all transactions. Automatic 


Constant. Total Transfer. Credit Please send four-color brochure on your new 
Balance. Victor Automatic Printing Calculator. 


4 2 Address___ Se 
business machines am er 
Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
For More information Circle No. 220 
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How High “Eye-Q” 
Improves Job Performance 


OB PERFORMANCE of office per- 
J sonnel, whether clerks or executives, 
depends on “Eye Q” as well as LQ. 
The quantities of data that cross a desk 
are of value only to the extent that they 
can be clearly seen. Authorities claim 
that two out of three adult Americans 
have inefficient vision which handicaps 
their work and personal advancement— 
and the majority do not even know it. 

Though an office may seem a totally 
safe place to work, the very size of 
a desktop may be an occupational 
hazard. Among the records and re- 
ports, charts, files, telephone dials and 
machine keyboards which we spread 
out before us as we work, some may 
lie well outside our easy visual range. 

If the desk worker has reached the 
bifocal age of 45, he is likely to find 


98 





that only a limited portion of his desk- 
top — directly in front and 16” to 18” 
from his eyes — is entirely within com- 
fortable seeing distance. The rest of 
the area is too far away for near vision, 
and too close for distance lens. Reach- 
ing, squinting, head tilting and neck 
craning are resorted to in an effort to 
bring important facts and figures into 
focus. 

Bifocals are near vision (a great deal 
of close reading) and distance (looking 
around and moving about the whole 
Office area). For intermediate seeing 
(from arm’s length to 50” or 60” and 
covering the total desk surface) con- 
ventional bifocals are out of date. 
Three-foci lenses meet the multiple dis- 
tance requirement by introducing an 
intermediate segment, usually placed 
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L000 Pictures th all- the tronts and backs of 500 index cards! 


Only 1 minute’s work for the new 
Recorpak RELIANT 500 Microfilmer! 


At best a rapid typist mightcopy The Recorpak RELIANT 500 

the data on one index card ina_ (illustrated) not only photo- 

minute... graphs your records at fastest 
Because Recordak microfilm- speed and lowest cost, it also 

ing is so much faster—and never indexes your film so that you 

makes a copying mistake—it’s used CaN view any item in 

by thousands of firms (in more seconds in a Recorpak 

than 100 different types of business) Film Reader. 

on such everyday jobs as keep- 

ing a record of incoming checks, 

getting the billsout, speeding data 

from branches to Home Office. 


“ 
7 


| 


MAIL COUPON TODAY 

RECORDAK CORPORATION 

415 Madison Avenue, New York 17, N. Y. 
O) Have local Recordak System Man phone. 
0) Send free booklet. 


Name Position 


=RE CORDRK* 


(Subsidiary of Eastman Kodak Company) $ 
originator of modern microfilming * 
a7 





—now in its 34th year 


IN CANADA contact 
Recordak of Canada Ltd., Toronto 


Company. 





Street City State 
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Peering over, under and around old- 
fashioned glasses is a sign of the need 
for a change. Eyestrain adds to fatigue 
and interferes with proper performance 
of duties. 

just above the near. Not only for desk 
work but also at tables, switchboards, 
file cabinets and counters, office per- 
sonnel are finding trifocal (Continuous 
Vision) lenses indispensable. 

The question arises: if bifocals are 
somewhat difficult to get used to—with 
their “jump” between near range and 
far—are not trifocals much more com- 
plicated and troublesome to “break in’? 
The exact opposite is true. Trifocals 
make the transition from one range to 
the next much smoother, as they don’t 
entail a change from one extreme to 
its Opposite, and wearers generally re- 
port no problem in getting used to them. 
Also the effort to try to see things 
through a lens which is not exactly 
right for intermediate distance has been 
eliminated. 

Visual analysis of hundreds of desk 


100 


jobs shows that distance is not the only 
factor. The great amount of reading, 
writing, figuring, filing and study in- 
volves other stresses. Much of it is 
characterized by fine detail, with low 
contrast material. Lighting may be per- 
fect right over the desk top while files 
are in shadow and a machine in front 
of an overbright window reflects a 
glare. Handwriting is often faint or 
illegible; whole paragraphs may be 
printed in small type; an important 
memo may be a poor carbon copy. 

These conditions require good visual 
acuity at near as well as intermediate 
distances. Demands on far vision may 
be critical under other conditions, such 
as frequent supervisory glances over a 
large office area. In any office job, dis- 
tance vision is important for moving 
about easily, conferring with people, 
etc. 

The concept of multiple distance 
vision was first recognized in factories 
where increasingly complex machinery, 
and automation with larger mechanisms 
manned by fewer workers, makes it 
necessary for a single worker to watch 
dials, gauges, scales and moving parts 
in various locations at different dis- 
tances. While multiple distance vision 
is a recent development in the plant, it 
has always been a major, if often un- 
recognized, requirement in the office. 
In the past it was taken for granted 
that anyone who did much reading or 
writing was subject to unusual eye- 
strain and glasses have been the “trade- 
mark” of scholars, college “grinds” and 
bookkeepers, etc. 

Now the factory has moved ahead 
of the office in the direction of visual 
job analyses, vision testing of all em- 
ployees, and vision conservation through 
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TRY GILBERT SCRIPT ON 
V7 


YOUR NEXT LETTERHEAD 
ORDER OR AS THE PAPER 
STOCK FOR AN UNUSUALLY 


BEAUTIFUL MAILING PIECE. 





Smooth Uniform Surface 
Excellent for Writing 


Supe rb Formation 


Perfect for Embossing, Engraving and all forms of Printing 


This is Gilbert Script, 25* new cotton fibre content, sub. 24, 
now available through your local Gilbert Paper Merchant. 


GILBERT 
PAPER COMPANY 


MENASHA, 
WISCONSIN 











Good indirect 
lighting and prop- 
er background 
tones will enable 
office workers to 
read the _ small 
printing on _  tab- 
ulating cards with 
minimum effort. 


adequate correction of defects which 


tests uncover. Where we have com- 
parative figures, we find that conditions 
in plant and office are similar so far as 
visual adequacy is concerned. One sur- 
vey of over 3000 employees, both office 
and industrial, revealed that 60% 
needed glasses. Less than two-thirds 
of these were wearing glasses prior to 
a company vision test, and only one- 
third of the glasses worn proved right 
for the job. 

One point, first discovered in the fac- 
tory but just as applicable to the office, 
is that the relationship between visual 
acuity and accuracy differs from that 
between vision and speed. Those with 
better vision detect and correct their 
own errors which may cause their 
speed to fall below that of persons with 
poor eyesight whose errors are not 
caught at the time of performance but 
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show up only later when inspection 
reveals poor overall work quality. 

Of the 30% to 60% of workers who 
are commonly found to have visual 
deficiencies, more than 90% are usually 
correctable. Thus a company-wide test- 
ing program does not lead to wholesale 
discharge and replacement nor wide- 
spread reassignment of workers—which 
companies are just as anxious to avoid 
as are employees. The procedure gen- 
erally followed consists of three major 
steps: (1) analysis of visual require- 
ments of each job operation; (2) screen- 
ing each individual worker by means of 
Sight-Screener, Ortho-Rater, or Tele- 
binocular tests (tests take 5-10 minutes 
and can be given by trained laymen); 
(3) referral to a professional eye spe- 
cialist for refraction and prescription, 
if indicated, wherever employee’s visual 
qualifications fail to match those re- 
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EXTERIOR of The Norlee Company 





THIS NATIONAL SYSTEM 
pays for itself every two years. 


N. L. PIRKEY, OWNER 
of The Norlee Company. 


“Our GWalional Accounting System 
returns 00% annually 


on our investment!”’—the Norlee Company 
Rocky Mount, N. C. 


“Our National Accounting System is the most profitable equipment invest 
ment made by our firm in twenty-five years’ existence. First of all, in the 
sixteen months since installation we have hod no need to call for any me- 
chanical service. Here are a few other reasons why our National System is 
a ‘must’ for our business. 

‘With our National Accounting System, we prepare the customer's state- 
ment and the ledger. We also create the sales journal, distribute sales by 
salesman and income accounts with one handling of the invoice. Preparing 
these four records simultaneously and proving them mechanically, saves 
time and eliminates errors. Our cash receipts, purchases and disbursements 
are handled in a similar manner. In addi- 
tion, our National System provides a P & 
L statement at any time we want it. a AZ. 

‘‘Our National Accounting System pays i at ae 
for itself every two years, returning 50% * 
annually on our investment."’ Owner, The Norlee Company 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


Your business, too, can benefit from 
the many time- and money-saving fea 
tures of a National System. Nationals 
pay for themselves quickly through 
savings, then continue to return a 
regular yearly profit. National's 
world-wide service organization will 
protect this profit. Ask us about the 
National Maintenance Plan. (See the 
yellow pages of your phone ; 

book.) *ee* 


“TRADE MARK REG. U.S. PAT. OFF 


Yvwational * 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


ELECTRONIC DATA PROCESSING 
wee paper (No Carson Requien) 
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quired for his particular job. 

The correction needed in a vast ma- 
jority of cases is a multifocal lens that 
will take care of multidistance or inter- 
mediate range requirements, as indi- 
cated. These are produced by the 
optical industry in a number of differ- 
ent designs, making it possible to suit 
the exact needs of each worker in ac- 
cordance with precise on-the-job meas- 
urements. Records consistently show 
that after correction production is 
stepped up, errors eliminated, training 
time cut and absenteeism reduced. 
These are important dollars-and-cents 
factors! From the individual stand- 
point, visual correction also brings wel- 
come relief from fatigue, nervous ten- 
sion and headaches due to eyestrain. 

Univis, Inc., a leading maker of 


A 


Card files, typewriter keyboard, telephone dial, and all four corners 
desk must be within easy visual range if the worker is to be efficient. 


oo aN 
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multifocal lenses, has seen these results 
follow countless comprehensive vision 
conservation programs in plants across 
the country and in larger offices, espe- 
cially insurance companies, where vision 
testing is a well established practice. 
S. A. Emerson, Univis vice president for 
research, comments: 

“There is no doubt that vision testing 
pays off for employees and management 
alike. And this is true at all levels—for 
senior executives as well as for junior 
clerks. Experience shows that where 
individuals possess the necessary visual 
ability for the work they are doing, 
their job satisfaction is greater, morale 
is high, and turnover is cut. Both out- 
put and quality of work are improved 
through better health, greater stamina 
and reduced fatigue.” 


“ae rm : : ig 
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...with new Stan-Pak Run-Rite Papers 


The performance you get 
from your offset and office 
duplicators depends 
largely on the paper you 
feed them. Paper that 
won’t lie flat or is unevenly 
trimmed can mess up the 
run thoroughly. Not to 
mention your temper. 
Now you can avoid all 
this—with new Stan-Pak* 
Run-Rite* Papers. 


Trouble-Free Running 

Take flatness. We labo- 
ratory-test all our papers 
right on the duplicating 
machines they’re made for. 
Stan-Pak Run-Rite Papers 
come to you flat. Lie flat in 
the machine. And feed flat. 

But really trouble-free 
running calls for many 


*T.M 


more qualities. Controlled 
moisture to avoid static 
conditions and insure good 
printability. Accurate trim 
and finish to prevent feed- 
ing jams. Even caliper, 
uniform weight and care- 
ful surface sizing to give 
you sharp, clean ink im- 
pressions. You get them 
all in Stan-Pak Run-Rite 
Papers. 





525 Grades, Sizes and Types 

This brand new line 
answers just about every 
office need in printing and 
duplicating papers. Under 
the Stan-Pak Run-Rite 
name you'll find the exact 
grade, color and weight 
you want—at a sensible 
range of prices to suit your 
budget. 

Next time you order 
paper, try the brand that’s 
made to run right. Through 
the duplicating machine. 
On the press. In the 
typewriter. 

We’re confident you’ll 
specify it every time. 
STANDARD PACKAGING 

CORPORATION, 
NEW YORK 17 
Circle No. 398 





NMAA’s Tenth Annual 
Conference in Toronto 


HE 10th ANNUAL Conference of 

the National Machine Accountants 
Assn. at the Royal York Hotel, Toronto, 
Canada, June 28-30 will feature “Semi- 
nars in Depth,” with each subject given 
thorough treatment. 

“Scientific Management” will begin 
with a film depicting the playing of a 
computer game. Management games 
will be discussed and registrants will 
participate in a game involving plant 
scheduling and warehouse distribution. 
A scientific solution will enable a player 
to replay and improve his performance. 

“A Realistic Look at Management” 
will develop the art of getting things 
done, the practical means of accom- 
plishing more for management by be- 
coming a part of it. Management tools 
and techniques will be discussed and 
demonstrated. 

“Does a Computer Pay Off?” will fea- 
ture the many ways computers can be 
used to greater advantage. Better man- 
agement control and increased efficiency 
through more timely reporting, and the 
pros and cons of computers, will be dis- 
cussed, 

“Management of a Data Processing 
Department” will develop the more 
practical approach to a high degree of 
efficiency. Subjects discussed will be 
forecasting, policy setting, planning, or- 
ganizing, commanding, control and 
operating. The assessment of the de- 
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Lyman W. 
Montgomery 
NMAA President 


partment manager will be included as 
well as tools and techniques. 

“Input Devices” will present rela- 
tively new and important concepts in 
data processing. Character recognition, 
optical scanning, magnetic ink and other 
techniques provide the most accurate 
and efficient means of converting in- 
formation to machine readable form. 
There are many considerations aside 
from the reader. Paper, ink, carbon, 
transfer techniques, printing charac- 
teristics and controls, are a few of the 
more important factors. 

“New Concepts” will present a blue- 
print for future developments in data 
processing, and include discussions of 
equipment, automated techniques and 
the impact these will have on applica- 
tions of automation. 

“Machine Communications” wil] 
demonstrate the application of switch- 
ing networks, common carriers and 
private facilities as used today for com- 
puter input and output. Machine com- 
munications are essential, in this age of 
centralization. Comparisons will be 
made between equipment and _ tech- 
niques now available and the theoreti- 
cal approaches of the future. Source 
media, applications, cost ranges and 
feasibility studies will be presented for 
large and small businesses. 

“How To Do It” will present tools 
and methods for systems men to evalu- 
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Which chair has been in use 12 years? 








FREE LITERATURE on 
GF Business Furniture 


Check literature desired, attach t 


our business letterhead nd 


department listed at right 


NEW GOODFORM 300 
SERIES CHAIRS 


GOODFORM 3143 
SECRETARIAL CHAIRS 


GF BUSINESS FURNITURE 


CONDENSED CATALOG 








One of the two GF chairs pictured above has seen 12 years of active 
service and wear. Yet you can hardly tell it from a new, unused chair. To find 
out which is which, see below 

The reasons GF Goodform chairs give long, trouble-free service are no secret 
On the 200 Series chairs shown, as well as the newer high-style lines now 
available, fabrics must successfully pass severe flexing, abrasion and color-fast 
tests. And all parts, from chair frames and seats to casters, are “torture tested 
to meet rigid quality standards. It’s all part of 
making sure that GF business furniture serves 
you better, lasts longer. Department OF-15, 
The General Fireproofing Co., Youngstown 1, O. 
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ate and develop procedures. Computer 
and punched card systems will be em- 
phasized. Instructions on how to get 
facts, how to analyze and synthesize 
facts, and how to use them will be 
given. 

“Audits and Audit Trails” is another 
subject of importance. The question 
of responsibility arises when the com- 
puter or computer process results in a 
major goof. If a management decision, 
based upon computer output, turns out 
disastrously, can a stockholder sue the 
company or the computer manufac- 
turer? If a bank relies on magnetic ink 
character recognition and the machine 
operation results in paying to the wrong 
account, can the injured party sue the 
bank, the equipment manufacturer or 
the check printer? The courts will have 
to render decisions based on the facts 
‘ presented. If, however, the audit trail 


and control of the computer installa- 
tion has been well thought out, the in- 


stallation need never be involved in 


such litigation. 


The following management consult- 
ants and data processing authorities will 
speak at the conference: Clifford J. 
Craft, Peat, Marwick & Mitchell & Co.; 
J. Hugh Burns, Radio Corp. of America; 
James T. Lawson, A. L. Sokol and 
and Alfred J. Drucker, International 
Business Machines Corp.; Edward Klein, 
Burroughs Corp.; George L. Fischer Jr., 
Farrington Electronics, Inc.; E. L. 
Finch, University of Toronto; Michael 
Levett, Joseph McDowell Sales Ltd.; 
W. R. Corner, Canadian National Rail- 
ways; Stanley Cowen, Union Carbide 
Corp.; Robert K. Lyons and. Donald C. 
Klick, General Electric Co.; Dr. Grace 
Murray Hopper, Univac Div., Sperry 
Rand Corp.; G. Alan Price, Ford Motor 
Co. of Canada; William R. C. Blundell, 
Canadian General Electric Co.; J. Ver- 
non Holt, Dominion Tar & Chemical 
Co.; S. R. Stevens, Bell Telephone Co. 
of Canada; William F. Naeher, Arthur 
Andersen & Co.; Neal J. Dean, Booz, 
Allen & Hamilton; William B. Bindman, 
Urwick, Currie Ltd. 





EXHIBITORS AT 


Automation Accessories 
Avery Label Corp. 

Bell Telephone Co. of Canada 
Burroughs Corp. 

Business Efficiency Aids 
Clarkson Press Inc, 
Computing Devices 

Crestar, Ltd. _ 

Dashew Business Machines, Inc. 
Diebold, Inc. 

Egry Register Co. 

Farrington Electronics, Inc. 
Friden, Inc. 

Futuronics 

Gates Acoustinet, !nc. 
General Electric Co. 
Gestetner, Ltd. 

Gille Associates, Inc. 
Honeywell Controls, Ltd. 
International Business Machines Corp. 
Kee Lox Mfg. Co, 

Mac Panel Co. 





NMAA CONFERENCE 


Joseph McDowell Sales, Ltd, 
Monarch Metal Products, Inc. 
Monroe Calculating Machine Co. 
Moore Business Forms Ltd. 
National Blank Book Co. 
National Cash Reaister Co. 
John W..Nelson Co, 

Panel Wires, Inc. 

Perceptual Development Labs 
Remington Rand Division 
Royal McBee Corp. 

Standard Register Co. 
Systems Sales Co. 

Tab Products Co. 

Tabulating Card Co., Inc. 
Tech Pane! Corp. 

Teletype Corp, 

Varco, Inc. 

Vari-Typer Corp. 

Virginia Panel Corp. 

Norman Wade Co. 

Wilson Jones Co. 

Wright Line, Inc, 
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xerography in offset duplicating 


... makes paper and metal masters and other types 
of reproducibles . . . at lowest cost! 


The tremendous versatility of xerographic master-making 
equipment simplifies the preparation of all reproducibles 

paper and metal masters, visual-aid transparencies, and 
diazo intermediates. Hundreds of firms find it profitable. 

Xerographic supplies cost only a few pennies per mas- 
ter. No special offset paper masters required; use any 
master material in stock. An operator’s time is shorter: he 
gets a good master every time because there are no critical 
exposure adjustments—hence no waste. 

No capital investment necessary for xerographic equip- 
ment. Available at modest monthly rental, or, with low 
volume, on our unique Pay-as-You-Copy rental plan. 


Write XEROX CORPORATION, (for- 
merly Haloid Xerox Inc.), 61-221X 
Haloid St., Rochester 3, N. Y. 
Branch offices in principal U. S. 
and Canadian cities. Overseas: 
Rank-Xerox Ltd., London. 


XEROX 


CORPORATION 
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lin Employee Relations | 


ROUND-UP of day - to - day em- 
A ployee problems and how they 
were handled by management. Each in- 


Can You Discharge 


What Happened: 

The company had a servicing de- 
partment. Bill Loren was a service man 
who was sent out to maintain and re- 
pair equipment purchased from his firm. 
He was a good man with a good rec- 
ord. On weekends and after hours he 
would do occasional maintenance work 
for one of the firm’s customers. Upon 
discovering this, the management posted 
a bulletin board notice which read: 

“In fairness to all employees and the 
company’s owners, we cannot condone 
employees performing customer work 
on the side. Any employee who does 
customer work shall be subject to dis- 
ciplinary action including discharge.” 

Loren was given a warning notice. 
When he persisted in working for a 
customer, he was fired. He protested: 

1. When I took the job there was no 
such rule. This new rule changes the 
working conditions. 

2. What I do on my own time is 
my business. I’m not hurting the com- 
pany. In fact, I’m helping it by keep- 
ing its sold equipment in good shape. 

3. I have no access to any trade 
secrets. 
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cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


an Employee for Disloyalty? 


The management counter-argued: 

1. Loren is competing with us. We 
service the customer and he pays us for 
this kind of work. Loren is “biting the 
hand that feeds him.” 

2. We can make a new rule any time 
we want to. 

3. True, we had no such rule when 
Loren was hired. But we don’t even 
need a rule to get rid of an employee 
who is disloyal to his employer. 

Was the Company: 

RIGHT 0 WRONG (1) 
WHAT ARBITRATOR JOHN E. 
GORSUCH RULED: “The Arbitrator 
believes that the rule involved was 





promulgated to protect the economic 
structure of the company. Thus the 
company has the absolute right to uni- 
laterally invoke such a rule. There is 
further the possibility of a leakage of 
trade secrets and other information. It 
should be apparent that a breach of 
the duty of loyalty is a serious offense. 


Although the company can only require 
a specified number of hours per week 
of the employees’ time, and although it 
has no right to control the hours of the 
employee when off work, the company 
does have the right to expect a duty 
of loyalty from the employee. The dis- 
charge of Bill Loren is sustained.” 


Can Probationary Periods Be Applied to Promotions? 


What Happened: 

When a job vacancy opened up, 
John Palmer, a senior man applied. 
There was some question in the super- 
visors mind about Palmer’s ability. 
“Frankly, I don’t think you can make 
out on this new work, John,” he told 
him. “If you take my advice, you'll 
wait until something else comes up— 
something you can handle.” 

John insisted he be given a chance 
even though he needed training for 
parts of the job. He was given the 
promotion for a probationary period of 
35 days, at the end of which the super- 
visor came to Palmer and said: “John, 
you didn’t make out. I’m afraid we'll 
have to let you out.” 

“I think you have it in for me,” re- 


plied John in anger. “I got no breaks 
on this job. I’m filing a grievance.” 
Before an arbitrator the worker stated: 

1. I was not given adequate training 
on the job. 

2. I was virtually left on my own 
for 35 days to sink or swim. 

3. Other employees received training 
and help. I’m entitled to the same. This 
is a scheme to get rid of me. 

4. You can’t fire me. Probation is 
for new employees and I’ve been here 
three years. The worst you can do is 
put me back on my old job. 

The company came back: 

1. A probationary period is to test 
an employee. If he doesn’t make good, 
we can get rid of him. That’s the chance 
a man takes if he accepts a promotion. 

2. Palmer expected us to give him 
more consideration than others. He 
got the same training—no more, no 
less! 

Was the Worker: 

RIGHT ( WRONG (J 
WHAT ARBITRATOR CARL R. 
SCHEDLER RULED: “The rules pro- 
vide a probationary period of five 
weeks. This can only apply to new 
hires and not to workers with estab- 
lished seniority. I find from the evi- 
dence that the orientation program for 
the grievant was different than the one 
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‘ Varilyper 
COMPOSING MACHINES 


type-composed and ruled in ONE 


operation...and on QNE machine! 


Your typist can take your 
rough penciled layout and give 
you a complete, finished form, 
including the type matter, di- 
rectly on a duplicating master 
or for offset camera. Both the 
type and ruled lines are true 
printer's styles and are in- 
stantly changeable on the 
VARITYPER Machine. Skilled 
hand-ruling cannot match the 
precision of a VARITYPER 
Machine ruled line. 


TYPE 
RULED LINES 


Your VARITYPER Ma- 
chine will also supply 
you with professional 
type composition for 
all your literature, re- 
ports, manuals, house 
organs, etc. This ‘ad’ 
is an example. 


Cceccccceseoeeeeeeee * ©000000000000000808008088888 
Please send me VARITYPER Book D-61 


Varilyper fi orporation 


720 FRELINGHUYSEN AVENUE | sves'Diaty 


OF ADORESSOGR APR 


NEWARK 12, NEW JERSEY I wurticearm cove. 


For More Information Circle No. 411 





usually followed for instructing and 
training new employees in this depart- 
ment, and that it did not sufficiently 
meet the needs for proper on-the-job 
training. The company discriminated 
against Palmer by placing him on the 
hardest or most demanding jobs at the 


very outset of his entrance into the de- 
partment, and keeping him there. He 
should, and could, have been assigned 
to less difficult tasks during the train- 
ing period without impairing the effi- 
ciency of the department. Palmer is to 
be reinstated with back pay.” 


Does Old Age Disqualify Workers for New Jobs? 


What Happened: 

When the company installed new and 
very complicated equipment, it turned 
down Michael Harris for promotion to 
the new job. It argued: 

i. Mike is 60 years old. He has the 
seniority but we need a younger man. 

2. A long training period is involved, 
and at 60 Mike is not as trainable as 
younger men. We have the opinion 
of a professor of psychology who says 
that learning ability declines with age. 
We think it’s reasonable to say that 60 
is too old to learn a new, complicated 
skill. 

3. Mike is due for retirement in five 
years. We'll invest in all that training 
and then he'll be ready to quit. 

Mike stood his ground: 

1. All our operations require train- 
ing for the promoted man. 


2. Since when is 60 too old? I ad- 
mit the new installations are expensive 
and complex. But I’ve learned new jobs 
before and I can do it again. 

3. Sure I'll be quitting in five years 
for retirement. But what guarantee does 
a company have that a younger man 
will last longer on the job than I will. 


Was Mike: 
RIGHT (0 WRONG () 


WHAT ARBITRATOR HUBERT 
WYCKOFF RULED: “At some time 
in any vocation, aging becomes a dis- 
qualifying fact for promotion to new 
and more exacting duties. It is not our 
function to select a particular disquali- 
fying age, but only to determine 
whether the age selected by manage- 
ment is unreasonable. The reasonable- 
ness of the selection of a particular age 
depends upon the particular vocation 
involved, its physical and psychological 
demands and the potential hazard to 
life and equipment. The dispute comes 
down to the _ specific proposition 
whether, in denying the promotion, the 
company acted unreasonably in relying 
upon the opinion of specialists in this 
field. The determination of the com- 
pany that age 60 disqualified the griev- 
ant is based on uncontradicted credible 
evidence. I am unable to conclude that 
the determination was arbitrary or un- 
reasonable. The grievance is denied.” 
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introduces America’s most 
efficient desk Calendar 


Sh MAXIMUM 
' WRITING SPACE 


\L MINIMUM 
* DESK SPACE 





No. 21—A combination memoran- 
dum pad and appointment Calendar. 
Combines all features of other fine 
SUCCESS Calendars, plus far more 


en RICE: $328 
A new King-Size SUCCESS Desk Calendar designed to meet the 
demand for a larger book style Calendar... provides the maximum 
writing space required by many busy executives and office 
personnel, yet takes up the least possible desk space. Really two 
Calendars in one. Each Page has more usable* 
writing space than the standard 5x8 Calendar. Am 


*Below the arches on the arch type... below the printing on the flat type. ; oes 
think of 
CALEND 


COLUMBIAN “42 WORKS, INC. 


2300 WEST CORNELL STREET © MILWAUKEE 9, WISCONSIN 


WRITE FOR NEW CATALOG © 7 
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Copying Machine Method 
Raises Typists’ Morale 


VENITA O’SHAUGHNESSY, CPS, Assistant Secretary, 
Johnson, Drake & Piper, Inc., Minneapolis 


UPERIOR PERFORMANCE, 

savings in time and a psychological 
boost for our office girls were among 
the benefits our firm found in an econ- 
omical method of simplifying internally 
originated communications. We handle 
millions of dollars each year in construc- 
tion work throughout the world, with 


Pam Nelson, Johnson, Drake & Piper 
stenographer, types a freshly dictated 
memo on a sheet of pink systems paper. 
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offices and crews from the Arctic to the 
tropics. The nature of our organization 
creates a need for constant circulation 
of reports, statements, memos and direc- 
tives between the home office in Minne- 
apolis and the many branches and con- 
struction sites. Most of this distribution 
(Continued on page 234) 


Using the pink original of the memo, she 
makes a sheaf of copies on white, sta- 
tionery weight systems paper. 
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Is lost “coffee-break” time 
eating into your profits? 





Here’s how much just 5 minutes lost time a day costs per year for. . .* 





Hourly 50 250 1,000 
Rate Employees Employees Employees 





$1.25 $2,656 $13,280 $ 53,120 
1.50 3,180 15,940 63,760 
1.75 3,719 18,595 74,380 
2.00 4,250 21,250 85,000 
2.25 4,781 23,905 95,620 
2.50 5,313 26,565 106,260 
2.75 5,844 29,220 116,880 
3.00 6,375 31,875 127,500 














*Based on 8 hour day, 5 day week, 255 working days per 
year, including overhead cost taken equal to hourly rate. 











e Convenient, large capacity STANDARD 
CHANGE-MAKERS, located near your vend- 
ing machines, can cut 3 to 6 minutes per 
day off that high cost coffee-break and 
rest period time. 


STANDARD CHANGE-MAKERS come in a 
wide variety of models to change any 1, 2 
or 3 coins into any combinations of change. 
Easy to install. Sturdily built 
against all types of vandalism. 
Whether you purchase them your- 
self, or ask your vending operator 
to provide them, the cost is small 

. the savings are big. Send for 
full information today! 


STANDARD CHANGE-MAKERS, INC. - 422 East we York — + Indianapolis 2, Ind. 


For More Information Circle No. 358 
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Annual NOMDA Convention 


To Survey Sales, Service, 


Records and Rentals 


XECUTIVE COMMITTEE mem- 
bers will be in charge of all panel 
discussions but one at the annual con- 
vention of the National Office Machine 
Dealers Assn., June 18-21 at Gros- 
singer’s Hotel, Grossinger, N. Y. Panels 
will discuss outside sales, service agree- 
ments, rentals, inside sales, service de- 
partments and record keeping. James 
Kobak, J. K. Lasser & Co., New York, 
will be in charge of the record keeping 
meeting. 


In addition to this program with 
much information for every dealer, ex- 
hibits of equipment will be open dur- 
ing each day of the meeting. Members’ 
stationery and awards entries also will 
be on display. Luncheon meetings will 
be held each day, with the annual busi- 
ness meeting and election following the 
Tuesday luncheon. A special outdoor 
dinner with entertainment will be served 
Monday. There will be a dinner, danc- 
ing and floor show Tuesday night. On 





Exhibitors at the 


Addo-x, Inc. 

R. C. Allen Business Machines, Inc. 
Alma Office Machine Corp. 
American Geloso Electronics, Inc. 
Ames Supply Co. 

Burroughs Corp. 

California Typewriter Exchange 
Clary Div., Remington Rand 
DeJur-Amsco Corp. 

Facit, Inc. 

GBC America Corp. 

Hennus Co. 

Hunter Photo Copyist, Inc. 
Indiana Cash Drawer Co. 
Inter-Continental Trading Corp. 
International Calculators, Ltd. 
Interstate Metal Products Co. 
Master Addresser Co. 

Mechanical Enterprises, Inc. 
National Cash Register Co. 





NOMDA Convention 


North American Philips Co. 
Novelart Mfg. Co, 

Paillard, Inc. 

Perry-Sherwood Corp. 

K. P. Phelps Agency, Inc. 
Regna Cash Registers, Inc. 
Remington Rand Div., Sperry Rand Corp. 
Rex-Rotary Distributing Corp. 
Royal McBee Corp. 
Smith-Corona Marchant, Inc, 
Speed-O-Print Corp. 
Standard Voss Corp. 

H. A. Steger Co. 

Stenocord of America, Inc. 
Superior Typewriter Sales 
Tiffany Stand Co. 
Totalia-Numeria 

Underwood Corp. 

Victor Adding Machine Co. 
Victor Arduino Corp. 








For More Information Circle No. 416—4 








the compact office electric by Smith-Corona: $225 


Full-sized features in a compact size./The new Compact 200 is an office electric priced at a sensible 
$225. / It’s the compact! New American engineering ideas now make parts work more efficiently in a 
smaller space. / The carriage is 12 inches wide. The keyboard is the same size as a standard electric. 
Carriage return is automatic. It does all the jobs of a conventional electric—all but the marginal jobs. 
But it costs just half as much (or about what you would pay for a manual). / To see this new idea in 
electrics, just call your Smith-Corona Marchant representative, today. 


fs/c/ SMITH-CORQNA MARCHANT 
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P. McWILLIAMS 
NOMDA President 


HAROLD MANN 
Executive Secretary 


Wednesday there will be the president’s 
breakfast and workshop for presidents 
and vice presidents of local associations. 
The annual banquet, with floor show 
and dancing, will be held Wednesday 
evening. 


At the business meeting, members 
will vote on a by-law amendment which 
would permit five additional members- 
at-large to be nominated, for the board 
of directors, who are not members of 
local associations, but not more than 
one member shall be chosen from any 
one state. 

Harry Ritchie, New York, is chair- 
man of the hospitality group. Paul 
Hutter, New York, is in charge of 
transportation. George Carr, Great 
Neck, N. Y., is finance chairman. Mrs. 
Anne Stein, Ridgefield, N.J., is ladies 
chairman. Co-chairmen of the entire 
convention are Harold Peck, New York, 
and Edward Pfitzenmaier, Ardmore, Pa. 





1:30 p.m. Board of Directors meeting. 


Rock, Ark. 


Miami, Fla., Chairmen. 


12:30 p. m. Luncheon: V. 





NOMDA Convention Program 


SUNDAY, JUNE 18 


Noon. Exhibit opens. Display of member stationery and awards entries. 


MONDAY, JUNE 19 


12:30 p. m. Luncheon: Edgar Noll, Vice President, Philadelphia, Pa., Chairman. 
1:45 p. m. Opening Meeting, Called to Order by Paul McWilliams, President, Little 


1:50 p. m. Outside Sales Panel: V. L. Kennedy, San Jose, Calif., Chairman. 
3 p. m. Service Agreement Panel: Herb Blake, Hamilton, Canada, Chairman. 


TUESDAY, JUNE 20 


12:30 p. m. Luncheon: Edwin T. Feigle, Treasurer, Houston, Chairman. 

1:45 p. m. Business Session: Report of Nominating Committee and Election of 
_ Officers and Board of Directors. Report of By-Laws Committee. 

2:15 p. m. Rental Department Panel: Edwin Feigle, Houston, and Charles Meyers, 


3:15 p. m. Inside Sales Panel: Russell Brown, Evanston, IIl., Chairman. 
4:30 p. m. Meeting of New Board of Directors. 
6 p. m. Dinner Honoring Winners of Membership Drive and Advertising Awards. 


WEDNESDAY, JUNE 21 


8:30 a. m. President’s Breakfast and Local Association Workshop for Presidents 
and Vice Presidents of Local Associations. 

’, L. Kennedy, Secretary, San Jose, Calif., Chairman. 

1:45 p. m. Service Department Panel: Vern Booher, San Pedro, Calif., Chairman. 

3 p. m. Records Keeping Panel: James B. Kobak, New York, N. Y., Chairman. 
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Child’s play 


decisions than any other calculator. (The 


Any person who knows basic arithmetic — 
even a school child —can quickly master 
the operation of the Friden calculator. The 
reason? Unlike other machines, the Friden 
has a separate multiplier keyboard. One 
number goes on the main keyboard, the 
other on the multiplier keyboard. A control 
key is touched, the answer appears. 


Because this system duplicates the natural 
method of solving arithmetic problems, 
operators learn the machine more quickly, 
operate it more rapidly, make fewer errors. 


The multiplier keyboard is just one unique 
feature of the Friden. Actually, it performs 
‘more figurework steps without operator 


Friden is aptly called, ‘““The Thinking 
Machine of American Business.) Your 
local Friden Man will gladly demonstrate. 
Or write: Friden, Inc., San Leandro, Calif. 


THIS IS PRACTIMATION: automation so 
hand-in-hand with practicality there’s no 
other word for it. 


€ iden 


Sales, Service and Instruction Throughout the U.S. and World 


© 1961 FRIDEN, INC. 


For More Information Circle No. 389 


THe Orrice—June, 1961 





€; @) Mr. Roytype’s Got ’Em 











The computer ribbons you need 


Whatever the make of your high speed data processing printers... 
whatever the jobs they’re assigned, Roytype can provide THE 
Ribbon. We make a full line of computer ribbons and, in addition, 
can produce the special ones you need for color, thermographic, diazo, 
offset or other applications. {| But all of Roytype’s computer ribbons 
are special. They have the strength to withstand breakage. They 
last a long time. [|| They give uniform printing performance, too, 
because Roytype has developed fast recovery inks to meet the chal- 
lenge of high speed printing. [_] Ask Mr. Roytype to supply the right 
ribbon for your requirements. You save yourself time and money. Ask 
Mr. Roytype to help you with other office supply requirements, too. 
His complete stock is at your command. 


F A complete line of business supplies...expert help... 

and dependable service, too. © 1961 Royal McBee 

PRODUCT OF ROYAL McBEE CORPORATION, WORLD’S LARGEST MANUFACTURER OF TYPEWRITERS 
For More Information Circle No. 360 
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Features of computer which provides profitable data processing for Saxon Paper 
_Corp., New York, are explained by Daniel Fried, data processing manager, to Sidney 
W. Saks (right), president, and Philip K. Koss, executive vice president. (See story on 


next page.) 






Current trends 
Tamm evaslot-ee-lendelesl-baleta) 
including data processing. 


A Relatively Small Company 
That Makes Profitable Use of 
A Computer Data System 


DANIEL FRIED, Data Processing Manager, Saxon Paper Corp., New York 


LTHOUGH A RELATIVELY 
Fabien company (160 employees and 
$10 million annual sales), Saxon Paper 
Corp. installed an electronic data proc- 
essing system and is using it successfully, 
efficiently and, most important, profit- 
ably. Not only are we currently im- 
proving the profit picture through time 
and money savings, we have also 
prepared ourselves for future growth 
without the necessity of purchasing 


additional machines and hiring addi- 
tional personnel. 

The change at Saxon Paper repre- 
sents an almost complete turnabout 
from wholly manual procedures with 
no intermediate steps. The change was 
made by our own people in cooperation 
with specialists in various systems areas, 
including the vital one of forms. That 
was a major problem until a represen- 
tative of Standard Register Co. designed 
and constructed.a seven-part form that 
met our requirements for simplicity and 
ease of handling as well as being com- 
patible with our Ramac computer 
system. 

To obtain full financial benefits from 
EDP, it is necessary to make full use of 
the computer for all conceivable pro- 
cedures. This we have done. Our sys- 
tem handles billing, inventory control, 
sales analysis, commission calculations 
and general accounting with only the 


Initial steps in processing orders at Saxon 
Paper Corp. are handled manually by 
order editors who code orders for com- 
puter processing. 





a! 


Information on the coded orders is punched into tabulating cards and verified before 


going to the computer for processing. 


necessary preparation of source ma- 
terial done manually. It was not a giant 


stride for us but, as the first of its kind 
operated by a wholesale paper distribu- 
tor, it represenis an advance for our 
whole industry. 

Our firm was founded in 1924 and 
has about 90% of its sales volume 
concentrated in Metropolitan New 
York. Paper sales, however, are made 
throughout the country, primarily under 
the trade name Sphinx. From five ware- 
houses we ship by our own truck fleet 
such diversified products as coated 
blanks and books, boxboard, bristol, 
text, gum, ledger, manifold, mimeo- 
graph, a full line of Gilbert, Nekoosa, 
Kimberly-Clark and many other papers. 
It is a highly competitive business, with 
Saxon being one of the three largest 
distributors in New York. 

Previously, all our paperwork was 
handled manually, using typewriters and 
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similar key-driven machines. This did 
not give anything close to the control 
we needed. Two areas extremely vital to 
us are maintaining perpetual inventory 
records and getting up-to-date analyses 
of sales in various breakdowns. Each of 
these required many manhours and even 
then was open to error and delay. With 
our new system, these and other paper- 
work jobs are handled automatically and 
rapidly—to the ultimate benefit of both 
our customers and ourselves. 

There is still a small amount of 
manual work to be done in the primary 
stages of order processing. Incoming 
orders, written by salesmen or order 
clerks, must first be edited to prepare 
them for the computer. Every account, 
salesman, and each of the over 9000 
different items in our line, has a code 
number which is added to the order 
along with a notation as to which ware- 
house will ship. Completely edited 
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orders then go to data processing where 
a card for each item is keypunched and 
verified. 

Each deck of cards representing an 
order is then fed to the computer which 
checks on the customer’s credit and 
overdue balance, checks to see that the 
account is credited to the correct sales- 
man, checks inventory balances on each 
item and checks item pricing. This last 
is an important gain for there are up 
to nine price-per-unit variations of an 
item based on the amount ordered and 
we could never make this check before. 

After deducting quantities ordered 
from inventory balances, the unit is 


ready to calculate information for pre- 
paration of an invoice. First, any excep- 
tions—such as a customer having gone 
beyond the credit limitation, stock not 
on hand, or the like—are printed out on 
a slave typewriter. In referring to status 
of stock, the message will advise if more 
stock is on order, with whom, and in 
what quantity. 

Then all computations necessary for 
invoicing are made: extending prices, 
calculating taxes and shipping charges, 
and totaling. The salesman’s commis- 
sion is automatically computed and all 
pertinent sales and accounts receivable 
records are updated. The output for 


The Ramac’s output of punched cards are fed to an IBM 402 for the preparation of 
invoices on seven-part Standard Register continuous forms designed for this job. 
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WHY TALLY READERS AND PUNCHES TALK EASY 


You can talk to Tally punched tape readers and 
perforators with less input and output logic than 
any other equipment on the market. You can talk 
to Tally equipment faster. With only one com- 
mand, your Tally reader will read and advance; 
your Tally perforator, punch and advance. You 
can read or punch 5, 6, 7, or 8 channels without 
modification. Oil mist lubrication provides whis- 
per quiet operation. Their engineered simplicity 
means long term reliability. 

Tally perforators operate asynchronously at 
any rate up to 60 characters per second. Their 
unique wire clutch drive lets you vary speed for 
slaving to other equipment, simplifying design 
of logical systems. Prices for perforators start at 
$1,000. 


PS. Problems in making complex programming 


tapes? Call us, we’re making 4 to 16 channel a 


guaranteed error-free punched tapes for many 
missile and satellite programs. 


Tally readers feature a reading rate of 60 
characters per second in either direction, instantly 
reversible for rapid search and select. They have 
triggered tape feed readout with the rate con- 
trolled by external equipment. Full accountability 
is furnished by the Form C switch which provides 
positive hole/space sensing. Reader prices begin 
at $595. 


Special Tape Systems Available 


On request, Tally engineers will be happy to 
review your product requirements for special 
tape readers, perforators and reader-perforator 
systems. Please address Dept. 152 


TALLY 


REGISTER CORPORATION 
1310 Mercer Street 
Seattle, Washington 
Phone: MAin 4-0760 


For More Information Circle No. 222 
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invoicing is a complete deck of punched 
cards with all necessary data for each 
order. 

Invoicing is done on an IBM 402 
accounting machine loaded with seven- 
part continuous forms employing the 
Stanlock device for error-free feeding 
registration. This is the only form neces- 
sary for billing the customer, assembling 
the items and loading the truck. 

The first copy of the set is the cus- 
tomer’s invoice; second through fifth 
copies (work order, shipping order, 
driver’s receipt and packing slip) go to 
the warehouse; sixth and seventh copies 
are sent to the bookkeeping department 
and salesman respectively. Heading in- 
formation on the form is held to a 
minimum—sold to and delivered to, 
invoice number and date, order num- 


Separation of invoices is quick, simple, 
easy. Clerk holds both margins and pulls 
forms apart. All carbons are removed at 
once and separate forms can be distributed. 


ber, account number, salesman’s code, 
customer order number and warehouse 
code. The body of the form consists 
only of columns for entry of quantities, 
descriptions, net weights, prices and 
amounts. 

Through a combination of stapling 
and carbons not quite as wide as the 
form itself, carbon removal is quick 
and clean. All seven copies are stapled 
down the left margin, making the form 
a continuous Zipset. After sets have 
been hand-burst from the continuous 
web, clerk merely holds both margins 
and snaps all carbons out at once. The 
second through fifth (warehouse) copies 
are also stapled in the upper right 
corner so they form a unit set as well. 
Distribution takes place immediately 
and invoices are mailed before shipment. 

Working from their copies, the ware- 
house can assemble items, pack them 
and have them ready for the trucks 
with no more paperwork since all addi- 
tional costs have been prefigured and 
totaled on the invoice by the computer. 

There are many other jobs handled 
by the computer. Accounts of every 
customer are computed at the end of 
each month for preparation of two-part 
continuous statement forms. A daily job 
is printing a sales register showing which 
customers have been billed, for how 
much, and exact profit the company 
made on the billings. These are sent to 
salesmen for their own information. And 
at the end of each month, a series of 
Statistical. reports pertaining to sales, 
salesmen, items, etc., are prepared to 
bring management up to date and show 
trends. 


We have greater control in two im- 


portant areas—over salesman’s com- 


For More Information Circle No. 418— 
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BREAKTHROUGH IN PORTABLE DICTATION 


NEW EXPLORER PORTABLE BY STENOCORD 


Completely self-contained . 
ALL THE EXTRAS ARE BUILT IN! 
Now, for the first time § 
No additional batteries 






or chargers 


or power accessories . 


~~ =e 


: or carrying case. 
al: No excess baggage 

| of any kind to 
buy, carry or forget! 


Recharges itself anywhere in the world! 
Weight: 5% Ibs. Size 24%” x 9” x 8%” 


FIRST CLASS 

Permit No. 378 

Long Island City 1 
New York 


BUSINESS REPLY MAIL 


No postage stamp necessary if mailed in the United States 


Postage will be paid by 


STENOCORD OF AMERICA, INC. 


87-20 48th Avenue 
Long Island City 1, N. Y. 





ONLY 5% POUNDS LIGHT, BUT THIS RUGGED LITTLE 
DICTATION MACHINE GIVES A DEGREE OF PERFORM- 
ANCE NEVER BEFORE EQUALED BY ANY PORTABLE 


NEW EXPLORER by STENOCORD 


portable-compact-compatible 


Completely self-contained ... NONE of these extras to buy, carry or forget... 


Sf ee OM OM. 


> 


Ac 
CARRYING CASE TAPE CHARGER A.C. POWER MICROPHONE 


ACCESSORIES CONTAIN ER 

... because all the extras are built in! Never any battery problem— 
EXPLORER’S permanent nickel cadmium battery recharges itself anywhere in 
the world. Permanently reusable magnetic belt is compatible with all other 
Stenocord models! 





SEND CARD NOW! Discover the EXPLORER... compare its features and 
low price... prove to yourself that it does the job. Price: only $249.50 complete, 


plus FET. 


Gentlemen: 
Let’s have some proof! 
If your EXPLORER is truly a major breakthrough in portable dictation... 


show me why! Have a local Stenocord representative call for an appointment 


immediately. 


Telephone 


[] Send full information at once about Stenocord’s unique leasing program. 








In the warehouse, 
order assemblers 
and packers’ use 
warehouse copies 
of the invoice 
form. The major 
part of Saxon’s 
deliveries are in 
the New York 
metropolitan area 
and the firm uses 
its own fleet of 
trucks. 


mission based on net profit and over our 
inventory. The latter enables us to re- 
duce inventory levels to workable 
minimums without causing undesirable 
shortages. 

We can determine gross profit by ac- 
count through customer analysis and 
accurate analysis of inventory helps to 
eliminate unprofitable items. With ac- 
counts receivable preparation handled 
at high speed, customer payments are 
received faster and every item billed 
is price checked. 

While these advantages, plus the 
savings in manhours, are worth the time, 
money and effort that went into develop- 
ment of our computer system, the pri- 
mary advantage concerns the future. 


<— For More Information Circie No. 418 


We are steadily expanding both our 
lines and the territory covered. This 
would mean that more machines and 
personnel were needed to handle the 
extra work and, too often, the necessary 
additions are completely out of propor- 
tion to the growth experienced. Our 
electronic data processing system will 
handle all of our expected expansion 
with ease. 

Many companies that consider them- 
selves too small for a data processing 
system, electronic or integrated, might 
find it beneficial, as we did, to investi- 
gate more thoroughly. The idea is to 
give as much work as possible to the 
computer. That was, and still is, our 
objective. 








The key punch section at Reynolds Metals Co., Richmond, Va., where 16 machines 
were equipped with Gates Acoustinet hoods to control disturbing sound. 


How Reynolds Metals Reduced 
Key Punch Machine Noise 


SELF-LIGHTED HOOD appears 
Tiss have solved a bothersome noise 
problem in the data processing key 
punch section at the Richmond, Va., 
headquarters of Reynolds Metals Co. 
The key punch section was located in 
one large room and space was limited. 
If space consuming hoods were installed 
on the machines, there would be no 
room to walk through the aisles. 

Hanging drapes was considered as a 
partial solution, but it was felt that this 


would not effectively do the job. Gates 
Acoustinet, Inc., Buffalo 23, N.Y., 
offered to design special hoods for the 
16 key punch machines involved. A 
sample unit was designed and built to 
the following specifications: 

. cabinets to be of high style with 
urethane foam insulation or its acous- 
tical equal, with plexiglass vision shield 
and sound deflecting plexiglass shield in 
the front engineered to allow com- 
pletely free and frequent access to the 
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Take a dash of compactness, lace with new 
improvements, mix in a jigger of economy 
and, as a crowning touch add the photocopy 
liquid you never see! Presto! 


Photoraptd. 
dryest ELECTRAMATIC 
liquid eld 


Developer cartridge loading * No mixing, no 
pouring * You never see the liquid « Triple- 


° life to photocopy developer « Plug-in 
convenience ¢ The finest photographic 
prints ever « Uniform copies every time 


LOADS LIKE A GUN! 


All you do is place the sealed developer 
cartridge in the PHOTORAPID ELECTRAMATIC, 
T a [ turn it on, and start photocopying. Turn it 
off and the developer automatically 
flows back into the cartridge. No mess, 
e e | : no fuss, no chemicals left out to slosh 
: around and lose potency. 
martini sccm alll 
e The PHOTORAPID ELECTRAMATIC 
skips nothing—copies everything... 
+. permanently! 


For More Information Circle No. 221 
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Teletype equipment 
in Data-Phone service 


All Teletype sending and receiving equipment— page printers, 
tape punches and tape readers—can be used in Data-Phone serv- 
ice, the new Bell System method of data transmission via regular 
telephone lines. 


Data can be speeded over local or long distance lines—to a 
single destination or to several destinations simultaneously. The 
data can be received on plain message paper . . . punched paper 
tape . . . or marginally perforated business forms of almost any 
size to meet your needs. And always there is a “home record” of 
what is sent. 


Significant paper work simplification and time savings can 
be achieved in handling accounting and billing information, in- 
ventories, payrolls, invoices, sales orders, ticket pick-up and nu- 
merous other kinds of business detail. If desired, punched tape 
can be obtained as a by-product of both sending and receiving 
operations, for later use with business machines. 


A growing number of firms are already using Teletype equip- 
ment over Data-Phone circuits. For example, companies that 
purchase large quantities of airline space place orders by phone, 
then receive tickets on Teletype printers right in their own offices. 
With this method, tickets are received faster, messenger service 
is eliminated, and records for accounting purposes are automati- 
cally provided. 


Teletype Corporation manufactures page printers and tape 
units such as the Model 28 equipment illustrated above for the 
Bell System and others who require the utmost reliability from 
their data communications facilities. 


If you would like to investigate the advantages of Teletype 


equipment for your business, write to Teletype Corporation, 
Dept. 37F, 5555 Touhy Avenue, Skokie, Illinois. 


+ . 


C OR PO RATIO N ® sussioiry or Western Electric Company INC 
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machine . . . built-in lighting of 50-55 
footcandles. Acoustical performance of 
6db minimum. The cabinets, sound re- 
duction, construction and attachment of 
the plexiglass vision shield must be 
acceptable to Reynolds Metals Co... .” 

The first unit was shipped and ac- 
cepted, with minor changes specified 
for the other 15 units. These changes 
included placing a handle on the shield 


OCTAVE PASS BA 


7s = 75 = 150 — 300 


NDS IN CYCLES PER SECOND 
600 —_ 


so it would be easier to raise and lower, 
and addition of foam rubber at several 
places to block sound leakage points. 
The finished cabinets are modern in 
styling and rest neatly atop the machines 
without need for legs or other fastenings. 
The plexiglass shield is framed in high 
polished anodized aluminum. Built-in 
indirect fluorescent lighting makes pos- 
sible greater operator comfort and 
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Machines operating without hoods. 
Machines operating with hoods, hood windows open. 


Machines operating with hoods, hood windows closed. 


General sound levels of 16 key punch machines at Reynolds Metals Co., Richmond, Va. 
High pitched sound was reduced approximately 75%. 
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spacefinder {ING system 


*successfully saving time, space 
and money in thousands of offices 








Revolutionary new Spacefinder Filing System gives savings up to 50% in 
clerical time, floor space, and cost — while affording the same dust, dirt and 
file protection as drawer files. Write for Planning Kit and Free Catalog. 


*Can you identify the six filing applications above? (1) Medical records files 

in an outstanding Pennsylvania hospital. (2) Blueprint files in engineering 
section of a leading manufacturer of data processing equipment. (3) Mort- 
gage loan files in a prominent Los Angeles savings and loan company. 
(4) Terminal digit filing in Auto Use Tax division of the oe of 
Motor Vehicles in a large Western state. (5) Saving space in the one-girl 
personnel office in a national airline regional 


office. (6) Beauty and orderliness in the home TA 


office of a major western insurance company. PRODUCTS CO. 


Free Planning Kit shows how Spacefinder Filing System can 
save time, space, and money in your office. Write to Free Plan- 
ning Aids, Tab Products Co., 995 Market St., San Francisco 3. 


For More tnformation Circle No. 368 





NOW! A LOW-COST WAY TO AUTOMATE SALES ANALYSIS 
KEYSORT’ DATA PROCESSING 


Today, the businessman must know exactly 
what is being sold where. Yet, most data 
processing systems that can deliver this in- 
formation on time are prohibitively expen- 
sive. Except Keysort. 


Flexibility and economy 


Keysort is the only automated data process- 
ing system flexible enough to fit your busi- 
ness as it stands and as it grows. It is the one 
system adaptable and affordable to com- 
panies of every size for order and sales anal- 
ysis, territory analysis, inventory, etc. And 
Keysort requires only minimum training. 





Reduced clerical burden 


Keysort cards are mechanically code-notched 
with your vital information. Figures are au- 
tomatically tabulated and summarized direct 
to reports. You get the information when you 
need it. With least effort. 


Documented case histories 


Your nearby Royal McBee Data Processing 
Systems Representative will be glad to dis- 
cuss a low-cost Keysort system tailored to 
your requirements. Call him, or write us at 
Port Chester, N. Y.—and we will supply you 
with actual case histories from our fies. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 301 
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efficiency. The units are portable and 
can easily be moved with the equipment 
to a new location. Each unit cost $200. 

Sound level measurements made be- 
fore and after covering the key punch 
machines indicated that no reduction in 
noise was achieved in the very low 
frequencies. However, a reduction of 
six decibels or more in the higher fre- 
quencies was very welcome to the em- 
ployees. 
mately 75% 


produced grateful comments from the 
operators. The best results required 
closed cabinet windows. 
covering 


open while machines operated. 

Hubert W. Roach, manager of the 
Reynolds tabulating department, said: 
“The noise level has been greatly re- 
duced, and our efficiency has improved. 
.Several operators have mentioned that 
they feel much more relaxed at the end 
of the day. Most everyone entering this 
section has commented on how much 
quieter it is.” 


Marian S. Lane operating one of the 
machines with the newly installed’ self- 
lighted hoods. Noise is further reduced 
by transparent front window which is 
easily raised and lowered with one hand. 
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This reduction of approxi- | 
in high pitched noise, | 
(shown in the graph on page 142), | 


The value of | 
the machines was reduced | 
about one-half when the windows were | 


‘GET THINGS DONE 
WITH GOOD SYSTEMS 


LEARN 


Work Measurement 
Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 


Techniques and Tricks of 
the Trade 


Systems Reports 


How to Run a Systems 
Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


This organized plan is a formal 
course, developed by The Founda- 
tion for Administrative Research, 
conducted by professional systems 
teachers. Fee $250 complete. 


This course is marketed by the pub- 
lishers of Systemation Letter, a semi- 
monthly bulletin on systems trends and 
techniques. 


WRITE FOR 
Portfolio 2000-O2E 
“Orientation in Systems” 


ROSS-MARTIN company 
P.O.BOX 800, TULSA 1, OKLAHOMA 


For More Information Circle No. 234 


145 





IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 


Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 








For More Information Circle No. 236 


magnetic 


VISUAL CONTROL BOARDS 


Lsasts remromnancs | 


O08 3 oe eo ee 


Make Card and Peg Systems Obsolete 


No fuss . . . no mess with cards, pegs, or other 
signal devices with “Maggie” Control Systems. 
Permanent colored magnetic indicators that move 
with fingertip ease offer the easiest, quickest 
way to chart sales, production, inventories, traf- 
fic, etc. The first cost is the last cost because 
there are no cards or pegs to replace. 
or kits—board and magnetic 
Indicators—begin at $49.50. 
For further information, write to: 


vestetefestemestotepelei elem st-itlelmetlet-Rere) se) 
1l West 42nd Street @e New York 36. N.Y 


For More Information Circle No. 235 
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Credit Plate Imprinter 


N IMPRINTER of embossed 
A resi plates (Model 23 Velvet 
Touch Datawriter) is announced by 
Dashew Business Machines, Inc., Los 
Angeles. The form and embossed plate 
are laid on machine’s base and less than 
1 lb. of pressure is required to make 
a perfect impression. Because printing 


head is locked when printing, it pro- 
duces an impression that is suitable for 
character scanning systems. 
Double images are prevented because 
the roller moves only in one direction 
across the form. The machine can 
print a 314” impression from an em- 
bossed credit card or plate and it will 
accept a wide range of plate and card 
sizes. Available with inked or non- 
inked roller, daters, and auxiliary print- 
ing areas. Prints on tab card sets, 
salesbooks of any thickness and forms 
from 3” x 5” to 8%” x 11” or larger. 
Can make up to ten carbon copies. For 
More Information Circle No. 109. 
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(all 


WWEVE GOT ty) 


UY CUMING OUT OF , 


CHOOSE FROM 


COMBINATIOC 


Be AND FINISHES IN HOWARD Cur siz- Pie 


And that’s a good many, if we do say so ourselves! For 
instance, Howard Bond alone comes in 4 weights, 15 
colors and 13 finishes. A little basic arithmetic tells you 
that’s 780 combinations right there, not to mention 
other Bonds, Ledger, Mimeo, Duplicator, Offset, Cover, 
Verifax, Whiteprint and Multi-process. Ask your paper 
distributor for samples and a HANDY GUIDE to all 
Howard-made cut size papers. 


HOWARD PAPER MILLS 
Division oF se “Regis ¢ DAYTON, OHIO 


PAPER 
For More Information Circle No. 359 
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Character Generator 


VIDEOGRAPH character genera- 
A tor capable of converting digital 
codes into readable alphanumeric sym- 
bols at up to 20,000 characters per sec- 
ond was announced by A. B. Dick Co., 
Chicago. This Videograph Model 980 
is an “off the shelf” unit which fits 


standard 19” rack 

’ puter component 
assemblies. It takes 

up only 1 cu. ft. 

of space and can 

convert digital in- 

put into alphanu- 

meric _ characters 

of any size, style 

= or type font for in- 

= stantaneous display 

- =. on cathode ray 
——S3 ie _— tubes, or printed 

Gdd-sized drawers, cabinets and pigeon robbing you of space! out via an electro- 





Bulky filing units waste up to fifty per- ati inti 
cent of a room's filing space. Static printing tube. 


Com-PACK-t INTERLOCK FILES The _ Videograph 


can be assembled in any width... any ® d 
it i ; ecoder uses both 
height. Fit in and around conventional INTERLOCK FILING SYSTEM eg 


type files, pillars, walls and heating and 

air conditioning units. For additional Pack Manufacturing Co 

details, write: P.O. Box 508 * Logan, Utah semiconductor cir- 

= cuitry. Printed cir- 

cuit boards are 
easily removable if 
necessary. A char- 
acter rate in excess 
of 30,000 per sec- 
ond is available on 
special order. Price 
for the new Video- 
graph 980 is about 
$6700. For More 
Information Circle 
No. 106. 





For More Information Circle No. 237 
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PAPER PET 


x you with the evil eye. But here’s one office 


opier that puts money in the bank. By streamlining your purchasing- 
g gap fron Jays to 2! Getting your bills out, your m 


with fast, error-proof Ozalid billing. Besides getting an 


oney /n faster. One 
keeping billing up to 
out everything —letters, forms, reports, drawings. And fast up 
>. Put this multi-purpose copier to work for you. It's easy. Ozafax 
can be bought, rented, leased through six convenient 
and our booklet “Money 


Ozafax120.. Bi//ing Favorite. | pr 


ced one step diazo copier 


mple, space-saving, dependable WE REPEAT 
Remember: for best results from Oza 


d Whiteprinters use OZAIl ] D 
Ozalid Paper and Ozalid Supplies we repeat; use Ozalid 


Paper and Ozalid Supplies 





with automatic separation 





DIVISION OF GENERAL ANILINE & FILM CORPORATION 


For More Information Circle No. 407 
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POLYMICRO 


UNIVERSAL COPIER 


re —_ 


«ss THE YEARS—AHEAD 
CONCEPT 


FROM FRANCE! 
...a revolutionary reproduc- 
tion process capable of many 
diverse applications, with a 
speed, quality and economy 
never before possible! So ver- 
satile, it makes micro-film 
blow-backs, commercial qual- 
ity glossy prints, engineering 
drawings and intermediates, 
stat prints, high quality litho 
proofs and negatives... all ex- 
posed, developed and perma- 
nently stabilized in seconds 
-..in widths up to 42 inches 
.--at a cost of just pennies 
each! 
Write today for brochure 
listing dozens of unique 
POLYMICRO* uses. 


Burton Mount 
Corp- 
Exclusive U. S. Distributor 
2147 Jericho Turnpike 


New Hyde Park, N.Y. Ploneer 1-7770 


(Dealer inquiries Invited) 
* Manufactured by Societé Polyclair, Paris, France 








For More Information Circle No. 263 
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Data Storage Equipment 


COMPLETE LINE of data proc- 
A essing equipment to meet filing 
and storage needs created by automa- 
tion systems was announced by Gen- 
eral Fireproofing Co., Youngstown, 
Modern and functional in ap- 
pearance and use, the GF equipment 
provides specifically designed housing, 
storage and transportation for cards, 
control panels and tape reels with maxi- 
mum efficiency and protection. 


oeeesa RSE aR ee ee 


GF counter height panel storage unit. 


Anodized aluminum shelves are used 
on both card tray trucks and counter 
height control units. Any of the five 
sizes of control panels can be housed 
horizontally or vertically in multiple 
combinations. Cabinets are open from 
both sides for maximum capacity and 
easy access. For More Information 
Circle No. 105. 
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A major technical breakthrough in data processing... 
A.new LOW COST input machine that 


res Data at the Source and 


.. the first LOW COST input machine 
whose total selling price is equal to, or 
lower than, the monthly rental rates of 


other source data gathering equipment. 


i The Dashew PrintTapuNcu is the key to error- 

Here’s how easily the free, automatic data recording at the time trans- 
PRINTAPUNCH operates action occurs. It copies, punches, eliminates 
This unusual machine transcription. It’s the first device that permits a 
copies, punches, elimi- practical, low cost method of source key punch- 
nates transcription. Simply ing. The PRINTAPUNCH is so low in cost, and so 
insert the metal or plastic simple to operate, that even a small manufac- 
Dashaplate embossed with turer or retailer can gather source data directly 
“man language’’ Then in- onto tab cards to take advantage of the econo- 
sert blank tab card. Key in variable data on unique mies and speed of electronic data processing 
keyboard. Depress operation lever. Result? A tab through service bureau facilities. By the same 
card that’s imprinted in “man language” and token, the largest corporations can effect sub- 
punched in “machine language”’ with significant, stantial economies by eliminating manual key 
variable and constant data, ready to be fed into punching, eliminating costly errors, and speed- 
any kind of electronic data processing or 80 col- ing up reports by eliminating key punching 
umn punched card equipment. bottlenecks. 











The Dashew PrinTAPUNCH can be used for any application in any industry — 


wherever information is recorded. 
> DASHEW BUSINESS MACHINES, INC. 


3655 Lenawee Avenue, Los Angeles 16, California 


; Dashew Business Machines, Inc., Dept. OF F6 

GET THESE FREE BOOKLETS oe 3655 Lenawee Avenue, Los Angeles 16, California 
If you use punch cards, computers, ; Gentlemen: 
bookkeeping machines, service 
bureau facilities, you should read 
these systems ideas. Learn how the : 2 
Dashew PRINTAPUNCH automates =, | Name Title 
source document preparation. See , 
how this new development can be gm: : 
used with all data processing sys- ie Type of Business 
tems. Learn about its‘wide applica- \ * “| Address 
tion in different industries. Write \ : 
for this information today! A City Zone State 


Please rush me free copies of your booklets on 
the PRINTAPUNCH. 





Company Name 














For More Information Circle No. 238 
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Gertrude used to come in once a 
month, mail out our bills. Gertrude 
got married. Gertrude got babies. 
Good-bye Gertrude! Substitutes were 
hard to find, and not very satisfactory. 
Billing became a minor crisis. Then 
we found out about that little Pitney- 
Bowes folding and inserting machine. 
The 3300-FH isn’t nearly as pretty 
as Gertrude. But it folds and inserts 


Vie Schoaiber, 


our bills in an hour, not all day. 
Hand folding and stuffing are out. 
Too slow. Take too much time! Cost 
too much! Not accurate! The table 
model 3300-FH will fold and stuff up 
to. 500 pieces in eight minutes — far 
faster and cheaper than girls. A 
double detector prevents skipping or 
doubling enclosures. Folds are sharp 
and accurate. The inserter unit can 


Pitney-Bowes 
FOLDERS « INSERTERS 


Made by the originator of the postage meter... 149 offices in the 


U.S. and Canada, with nationwide service coast to coast. 


For More Information Circle No. 388 
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be used separately, or with any PB 
folding machine. Requires little space. 
Is easy to set. And can be operated 
by anybody. 

For mailing statements, invoices, 
cards, bulletins, price lists, stapled 
sheets, even daily correspondence, the 
3300-FH is invaluable. It helps avoid 
office crises and work interruption, 
borrowing, hiring temporary people, 
and overtime. It adds greater work 
capacity to any office. And even in 
a small office, soon pays for itself. 

Ask any Pitney-Bowes office for 
the details. Or send coupon for free 
illustrated booklet and case studies. 
FREE: Handy desk or wall chart of 


latest postal rates, with parcel 
post map and zone finder. 


The larger 3100 
Inserter, with 
postage meter, can 
stuff as many as six 
enclosures at once, 
then stamp and seal 
the envelopes at 
speeds up to 

6,000 an hour. 








PITNEY-BowEs, INC. 
3475 Crosby St., Stamford, Conn. 


Send free Dillustrated booklet and “case 
studies” on PB Folding and Inserting 


Machines; 0 Postal Rate Chart. 
Name 


Address 


a 


| 
| 
| 
| 
— 





For More Information Circle No. 388 
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Control Data’s 160-A Computer 


a EXPANDED VERSION of its 
160 computer was announced by 
Control Data Corp., Minneapolis. This 
Control Data 160-A computer is pack- 
aged in an office desk, as is the 160. 
Orders already have been received for 
it and first deliverics will be made this 
- month. The basic 160-A costs $90,000, 
and is leased for $2250 per month. 

The basic 160-A computer is 
equipped with a magnetic core memory 
of 8192 12-bit comp:iter words (double 
the memory of the 160), buffered input 
and output, program interrupt, and a 
large list of 91 instructions. Memory 
can be expanded in modules up to 32,- 
768 words. 


A variety of peripheral equipment 
can be added to the 160-A according 
to user’s requirement. For example, a 
magnetic tape system, high-speed line 
printer, card reader/punch and electric 
typewriter. The Control Data 350 pa- 
per tape reader and the Teletype paper 
tape punch both are standard equip- 
ment. 

With the 160-A, Control Data pro- 
vides an extensive package of program- 
ing aids for different applications in- 
cluding systems and service programs, 
interpretive systems, compilers, as- 
semblers, commercial programs and 
general scientific programs. For More 
Information Circle No. 101. 


Control Data’s 160-A computer with magnetic tape system and electric typewriter. 
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Aid 1 


... because new IC INSTANT COPY PAPER makes 

IT’S EASY TO SEE = &asy-to-read copies on Thermo-fax machines. Now 
you can have clear, clean copies that are fade- 

HE HAS THE ic resistant ... don’t get brittle .. . wax-free, too. 
In just seconds your own test will prove 

IC best! Available through quality office supply 

dealers in white and colors, or write us for 

more information and a demonstration. 


jh Attach this coupon to your Company letterhead and send to: 


Dept. OM-661, INTERCHEMICAL Corporation, 
Copying Products Division, 417 East 7th St. 
Cincinnati 1, Ohio 


NAME 
I ceca Srscriene 


ADDRESS___ ee : 
(-] We would like a demonstration. 
[_] Please send further information. 
For More Information Circle No. 357 
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for use on 
Thermo-fax machines 





Desktop Computer Interrogator 


ARRYING ON A conversation 
fe with an electronic computer can 
be a simple office routine with the 2502 
Interrogator of Information Products 
Corp., Cambridge, Mass. This can be 
used by a clerk to send and receive de- 
tailed information from a remotely lo- 
cated computer in a few seconds. The 
request goes by direct wire or, with a 
communications switching center, over 
ordinary telephone lines to the com- 
puter. A fraction of a second later the 
desired information is sent back over 
the same lines and presented on a view- 
ing screen. 

Designed to automate the most basic 
communications and clerical routines, 
and capable of being operated by any- 
one after an hour or two of instruction, 
the 2502 is used for such operations as 
credit checking, insurance investigation, 
banking, production and inventory con- 
trol. The entire unit measures 12” 


Photoelectric Tapes 


Y USING VARIOUS combinations 
B of mylar and paper, mylar and 
foil, and metallized mylar, a tape can 
be specially designed for photoelectric 
applications to meet a multitude of re- 
quirements, according to Paper Manu- 
facturers Co., Philadelphia, who also 
make tapes in special widths, oiled or 
unoiled, plain or printed and in a vari- 
ety of colors. Many are available in 
rolls of different diameters or folded 
in 842” or 19” folds. Samples available 
upon request. Inventories are carried in 
90 locations. For More Information 
Circle No. 107. 
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long, 12” wide and 2242” deep. It uses 
ordinary office power and can _ be 
equipped with a plug to permit opera- 
tion from various locations. 

The keyboard has 40 alphanumeric 
keys plus special transmit, clear and re- 
set keys. Any 6 or 7-bit binary code 
can be used with a bit rate of one mega- 
cycle. Transmission rate is 15,800 
characters per second. 

The cathode ray tube display is 3” 
high by 8” wide, positioned at a 30 
angle from the plane of the base for 
optimum viewing from either a stand- 
ing or sitting position. This will ac- 
commodate up to ten 72-character lines. 
Any number of characters up to 504 
can be used in any desired format. 

All control functions, character gen- 
eration equipment and power supplies 
are housed in an auxiliary station con- 
trol unit which may be located any- 
where within 300 ft. of the Interro- 
gator. The latter also functions as a 
data entry device to permit keyboard 
entry, with display verification, to com- 
puter for adding to, modifying or up- 
dating stored data. For More Informa- 
tion Circle No. 103. 
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There once was a sacred cow among users of printing papers. 


It said that only a heavy paper was bright 
and opaque enough for fine printing and 
duplicating. Then Olin developed a new con- 
cept in papers, called Waylite. It’s a light- 
weight stock with extreme whiteness and 
great strength, as opaque as many papers 
twice its weight, and you can print on both 


sides of it. Ideal for price lists, mailing pieces, 
inserts and bulletins, it can cut postage in 
half and reduce bulk and weight of printed 
material. Ask your Olin fine paper merchant 
about Waylite offset duplicating papers, or 
write to us. See Waylite; you'll agree that it’s 
turned one more sacred cow out to pasture. 


Olin 
PACKAGING DIVISION @F. 


ECUSTA PAPER OPERATIONS, PISGAH FOREST, NORTH CAROLINA 
For More information Circle No. 351 











Sales! 


2 


WHEELIT Builds 


Carries heavy office machines from sales 
man’s car to prospect’s desk, over curbs, 
up steps, down long corridors, with mini- 
mum effort. Serves as demonstration table. 
Precision-built. Rugged. Attractively fin- 
ished. WHEELIT Loadezer makes loading 
and unloading from car easy. Other 
Wheelits specially designed for specific 
products. Tell us your problem. 


GRUBER PRODUCTS Co. 


TOLEDO 6, OHIO 








For More Information Circle No. 271 


RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 

















For More Information Circle No. 272 


Did It Make You Laugh? 


Humorous incidents occur occasionally in | 
every office. Why not pass the laugh along | ti 
to your fellow executives? Send us a short | — 

absorbent 


| steel base plates. The 65 watt, 115 volt, 


account of an unpublished, amusing office 
occurence If we publish it, you'll re- 
ceive $25. Your name and firm will not 


be printed if you so indicate. Unused con- | 
tributions cannot be returned. Address: | 


Anecdote Editor, THE OFFICE, 232 Madi- 
son Ave., New York 16, N. Y. 
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Off-Line Tape Punch 


MULTIMAGNET tape punch to 
p Bee parallel-wire input from 
message communications equipment 
has been developed by Teletype Corp., 
Skokie, Ill. The Model 28 Larp off-line 
tape punch set will serve as a slave 
unit in a wide range of data systems. 
In data collection systems the Larp 
combines information from many 
sources into one master tape which can 
be used in communications systems to 
simplify data relaying. When attached 


e 3 

to machines such as calculators, adding 
machines, electric typewriters, cash 
registers and other parallel-wire output 
devices, the unit yields a record by- 
product tape. 

Operating at 20 characters per sec- 
ond, the Teletype tape punch is avail- 


| able for 5, 6, 7, or 8 level operation. It 


is built for quiet, continuous perform- 
ance and long-lasting operation. Vibra- 
is reduced to a minimum by 
rubber mounts separating 


60 cycle, synchronous motor also is 
rubber mounted and has thermal over- 
load protection. For More Information 


| Circle No. 110. 
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For More Information Circle No. 351 


CAUGHT! a mailing error right at the scene 


You can count on the Phillipsburg Inserter’s deadly accurate 
detection system to instantly catch a double-feed or an omis- 
sion. Nothing escapes the Phillipsburg...no lost manhours, no 
costly space to accommodate large temporary or drafted crews, 
no missed mailing deadlines, and no chance of embarrassing 
mailing errors. 


FINER PRODUCTS THROUGH IMAGINATION 
Write for complete information on Bell & Howell Company 


the mailing advantages and conven- 
‘. ad vase od PHILLIPSBURG INSERTERS 
iences of a Phillipsburg Inserter. 14 Gast Jackeon Boulevard 
Chicago 4, illinois 0661 
Available through Bell & Howell Canada Ltd, 
For More Information Circle No. 405 





Punched Tape Reader 


LOW - COST photoelectric device 

that will read any 5, 7 or 8-hole 
perforated tape at up to 20 characters 
per second was introduced by Invac 
Corp., Natick, Mass. Designed for 
slower speed applications where cost 
and size are primary requirements, the 
rack-mounting Invac TapeReader com- 
plete with amplifiers and drive circuitry 


Ee WICH TH sosts $395 and 
“SURE WISH THEY'D INVENT =< 
MULTI-RITE!”’ They have, Friend, and it can wide and 4 


; leep. 
make your accounting modern and foolproof in the flick wae ne 
eatures  In- 
of a dinosaur’s tail. With a Multi-Rite® Accounts Payable clude solid state 
Package, for instance, you write the check, record the circuitry, self- 
payable ledger, the check register and the purchase jour- cleaning, no tape 


nal all at one writing. Eliminates transcription errors. Cuts access time, posi- 
tive tape index- 


posting time by two-thirds. You always have an up-to-date, ‘ 
ing, up to 60% 


six-column cost breakdown in the bargain. See your 


light transmissiv- 


Multi-Rite dealer soon, — or write: ity, and a long- 


life, low-temper- 
ature light source 
that does not af- 
fect photocells. 
Three packaging 
options are a case 
for bench use, 
without case for 
custom O.E.M. 
mounting, and 
with 19” front 
panel for mount- 
ing in standard 
relay racks. Am- 
plifiers and drive 
circuitry are op- 
tional. For More 
Ge, YAWMAN & ERBE -.«. Sheppard Co. Div. Information 


44-11 21ST STREET, LONG ISLAND CITY 1, N. Y. Circle No. 104. 


For More Information Circle No. 264 
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Please accept with our compliments 
the “Marchant Methods” study for 
greater office efficiency. Marchant has 
compiled over 200 specific industry studies, 
each tailored to a different business. For 
example, perhaps you can use some new 
ideas on how to estimate floor space for a 


shift in offices. If you would like to get the 
Marchant Methods” tailored to greater of- 
fice efficiency, without cost or obligation, 

, clip this coupon and mail it today. Let 
Marchant show you how to make figure- 
work less work. 


For More Information Circle No. 406 








The Marchant Calculator 


0-6 
Smith-Corona Marchant 
410 Park Avenue, New York 22, N. Y. 


| would like a complimentary copy of 
“Marchant Methods”: 


NAME 

TITLE 

COMPANY 

TYPE OF BUSINESS 
ADDRESS 


CUT Y ne ZONE ‘STATE 


AF MARCHANT 


ONA MARCHANT INC 





























If it's worth repeating, repeat it with PHOTEK 





PHOTEK, INC., PROVIDENCE 3, RHODE ISLAND ~ i 
A Textron Company 


For More Information Circle No. 214 
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it to this one! 


(And that’s all you have to do!) 


The new PHOTEK Consecutor turns 
out perfect office copies by the 
dozens ... does it all automatically ! 


Hand it originals . . . and it'll hand you 
back perfect copies time after time after 
time. This is the Photek Consecutor... 


the first fully automatic office copier. 


All you do is insert the original. That’s 
it. The Consecutor does the rest. No 
sheets to sandwich. No switches to flip. 
No papers to peel apart or throw away. 


In goes the original...out comes.a copy. 


And what copies! Crisp. Clean. Per- 
manent. Each one automatically trimmed 
‘to match the original sheet size. It takes 
originals up to 11” wide by any length. 
Each one returned flat, dry, perfect... 


ready to file, compile or pass along. 





PHOTEK, INC. 
P. 0. Box 1553, Providence 3, R. I. 





Makes no difference how many you 
need either. Two or two hundred .. . the 
Consecutor turns ’em out in rapid-fire 
succession. Copies anything penned, 
penciled, typed, drawn, printed, carbon 
copied or stamped . . . in any color. 

(Oh, yes! The Consecutor turns itself 
on and off, too. Even beginners produce 
a perfect copy on the first run through!) 

What could be simpler? Nothing! 
Which is why you'll want to see the 
Photek Consecutor in action soon. 
Arrange now for a FREE Office 
Demonstration by mailing the attached 


coupon. 


[1] We want to see the Photek Consecutor in action in 
our own office. Please contact us to arrange a FREE 
DEMONSTRATION without obligation. 

NAME 

COMPANY 

STREET.. 


PHOTEK 





a ee ones Ges Ga ees eee eee comes comes omni 


For More Information Circle No, 214 
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“please cheek my order 
for last month... 





























chaos? order! 


EAD 
SMEAD FILING SYSTEMS CREATE ORDER MIDST OFFICE CHAOS. 


Ask your Smead stationer and office supply dealer to show you Smead’s TELL-I-VISION and FLEX-I-VISION filing 
systems .. . or write us for illustrated literature. 


SMEAD MANUFACTURING COMPANY HASTINGS, MINN. CHICAGO LOGAN, OHIO LOS ANGELES 


For More Information Circle No. 247 
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any business machine, 
any business operation... 


Ever changing business requirements, and 
complexities may mean changing your 

business procedures. This requires more 

efficient business forms. 

We have, or can design to your specifications, the 
business form you require. Standard forms include: 








Kopy-Flo Continuous Tabulating Forms — 
(stock, imprinted, custom, unfastened, stapled, Kopy-loc, pasted) 


Ready-Rite ‘“‘Snap-Apart” one-time carbon and no carbon forms 
Peg-N-Post Bookkeeping Systems 

Autographic Register Forms 

Autographic Registers 

Salesbooks stock, standard, custom 


For additional information, write: 


Division of 
pomp pte 


SALESBOOK COMPTOMETER 


Soman CORPORATION 


General offices and factory 2105 “Y” Street, Lincoln, Nebr. 
DIVISION OFFICES: 
Denver, Des Moines, Chicago, Minneapolis, Kansas City, Wichita, Little Rock, Memphis, 
Phoenix, Albuquerque, Montgomery, Omaha, Miami, New York City, Los Angeles 
For More Information Circle No. 208 
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MICROFILM READER 


Recordak Corp., 415 Madison Ave., 
New York 17, N. Y., announces the Star- 
let low-cost motorized film reader for 
microfilm images. Accepts 16mm. micro- 
film contained in Recordak film magazines 
or, with simple adapter, can also accept 
microfilm spooled on conventional reels. 
Light weight, 32 lIbs., permits organiza- 
tions using microfilm in either form to 
retrieve records more quickly and easily. 
Designed for speed of retrieval and fre- 
quent data look up, the Starlet is all but 
automatic in operation. In combination 
with the Recordak film magazine and 


Kodamatic indexing, it reduces retrieval 
time from minutes to seconds, speeding 
accessibility to active files. Available in 
two models to meet electrical requirements 
of office or mobile installations. Reader 
screen, 12” wide by 10%” high, is self- 
contained in a ruggedly constructed cab- 
inet measuring 2112” high, 1912” deep and 
14” wide. For More Information Circle 
No. 150. 
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ADDRESSING MACHINE 


Nord Photocopy & Electronics Corp., 
300 Denton Ave., New Hyde Park, N. Y., 
makes the Nordamatic 1200 electric desk- 
top addressing machine, described as 
capable of obtaining more than 10,000 


impressions from typewritten stencils and 


printing 3600 addresses per hour. Oper- 
ator controls on, off, reject, repeat and 
normal printing positions by means of 
pushbuttons. There is automatic adjust- 
ment to the thickness of material being 
printed as well as automatic provision for 
isolating ink roller when printing cycle is 
completed; this eliminates flat spots re- 
sulting from excessive roller contact with 
inking segment. Enclosed ink reservoir 
holds long lasting supply for cleaner 
operation. Oscillating ink transfer roller 
provides even dispersion of ink. Autotape 
printing for addressing on gum labels and 
proofing on rolls of tape. Skip-and-reject 
feature allows printing pre-coded stencils 
from any group. Fuse prevents motor 
burn-out. Stencils can be reversed in 
stacking for different system applications. 
Retails at $269. Accessories such as sten- 
cil trays, cabinets, etc., are available. For 
More Information Circle No. 187. 
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PORTABLE DICTATING MACHINE 


American Geloso Electronics, Inc., 251 
Park Ave. S., New York 10, N. Y., offers 
a fully portable, all-transistor, battery 
operated dictation machine and tape re- 
corder of precision construction, weighing 


only 5 lbs. Stenotape Model TR-711 
measures 6” x 634” x 2” overall and is 
furnished with leather attache case. Pow- 
ered by six penlight batteries, accessible 
at back of recorder body. Hand micro- 
phone has switch for instant start-stop 
control. Tape speeds of 1%” and 3%” 
per second are available with 3144” self- 
threading reels, affording recording time 
of two hours. Front panel jack permits 
recording from outside sources. Equipped 
with foot pedal control for transcription. 
Made by Victor Co. of Japan, price is 
$199.50. For More Information Circle 
No. 134. 


OFFSET PLATE 


Minnesota Mining & Mfg. Co., Dept. 
L1-162, 900 Bush Ave., St. Paul 6, Minn., 
offers a low-cost, fast method of making 
paper offset plates on a Thermo-Fax copy- 
ing machine. Plates are made by a com- 
pletely dry process, using the same tech- 
niques as copying any document. Total 
time involved is not over 30 seconds, 
cost per press-ready plate as little as 12c. 
.Plate is ready for the press in two four- 
second steps in which the image is copied 
from the original document to an inter- 
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mediate sheet and then to the Thermo-Fax 
paper plate which is made to absorb pun- 
ishment, is not affected by light nor sensi- 
tive to finger marks when handled. Proc- 
ess eliminates the need for preserving and 
storing plates because, in most cases, it 
would be more economical to make a new 
plate. The entire platemaking process 
can be handled anywhere there is a 


Thermo-Fax copying machine and finished 
plate sent to reproduction area, or only 
the intermediate sheet might be made in 
the office and sent to reproduction area 
where plate itself can be made. This would 
protect original documents against possible 
loss and retain responsibility for actual 


platemaking in the reproduction area. 
However, the reproduction department 
might assume responsibility for the entire 
process. For More Information Circle 
No. 196. 


AUTOMATIC PAGING SYSTEM 


Edwards Co., 90 Connecticut Ave., 
Norwalk, Conn., announces the Lokator 
audible paging system designed to page 
key personnel wherever they are needed 
in a hurry. It has foolproof operation, 
automatic code paging, designer styling to 
blend with office decor and rugged con- 
struction. System operates simply. Each 
person frequently paged is assigned a one, 
two or three-digit code number. The 
Lokator can feed, automatically or manu- 
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ally, sequences of selected code impulses 
which cause signals to sound at 120 beats- 
per-minute. Since paging is coded, pri- 
vacy is assured. Electronic interlock pre- 
vents code scrambling. The compact 
selector unit is generally installed at tele- 
phone switchboard. To page someone, 
operator moves_ spring-loaded toggle 
switches opposite name of person to be 
paged. Flipping switch starts paging se- 
quence. When operated automatically, 
four rounds of code are sounded, then 
unit shuts off. When operated manually, 
codes sound continuously until reset. 
Powered by heavy-duty synchronous mo- 
tors and long-life epoxy-glass printed cir- 
cuit code wheels. In mechanical tests, 
units have undergone equivalent of 25 





g 
i 


i 


Vag 
ereg 


i 


normal service without a_ single 
Units are factory wired and can 


years’ 
failure. 
be connected to existing signal networks. 


With a bracket, Lokators can be con- 
veniently swivel-mounted on any flat sur- 
face or wall. Only 6” x 8” x 9” (for 20 
and 40-call size), units are finished in 
brushed aluminum and dove gray. Numer- 
als are deeply etched into stainless steel 
faceplates. Installation and field service 
instructions are silk screened in snap-fit 
backplates. Twenty, 40 or 80-call Lokator 
units operate on either 24-volt or 120-volt 
power by simply inverting a jumper plate. 
Twenty-name Lokators are priced as low 
as $100, plus signals and installation. For 
More Information Circle No. 144. 
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PHOTOCOPIER 
Speed-O-Print Corp., 1801 W. Larch- 
mont Ave., Chicago 13, IIl., offers the 
Model 15-B_ completely self-contained 
tabletop photocopier to accommodate 


documents up to 15” wide. Automatic 
paper ejector in base (extra) provides safe, 
convenient storage and delivery of positive 
and negative papers. Clean 48-oz. Redi- 
Pak fits into back of machine, eliminating 
mixing and measuring of developer fluid. 
Unit also accommodates a 32-0z. car- 
tridge, saving one-third fluid when used 
for normal size documents. Costs $239; 
also available on lease basis with no inter- 
est or carrying charges, free service and 
maintenance. For More Information 
Circle No. 145. 


AUTOMATIC OFFSET 
PLATEMAKER 


Robertson Photo-mechanic, Inc., 7440 
Lawrence Ave., Chicago 31, Ill, an- 
nounces the Electricon which automat- 
ically produces low-cost paper offset plates 
in 60 seconds from any black-and-white, 
color, halftone, drawn, written, typed or 
printed material, and enlarges or reduces 
size. The Electricon employs a dry, day- 
light electrostatic process to produce paper 
offset masters for runs of from 15 to 300 
copies on standard offset duplicators. En- 
tirely automatic, it makes a paper plate 
in one minute and reduces to five minutes 
or less the complete process of making a 
plate, installing it on a press and running 
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copies in quantity. Cost per paper master, 
including labor, materials, floorspace and 
depreciation, is estimated to be approxi- 
mately 25c each for 10” x 15” plates when 
daily production is 100 plates. Combines 
a high quality camera which will enlarge 
copy up to 200% or reduce it one-half, 
with automated handling for making paper 
plate. Once material to be copied is set-up 


and appropriate settings made, no further 
operator attention is required until finished 
plate is ready for removal from machine 
Three models of Electri- 


a minute later. 


con produce plates in sizes of 842” x 11” 
(Model A), 11” x 17” (Model B) and 
17” x 22” (Model C). Prices, fob Chi- 
cago, including lights and plate image 
fuser, are Model A, $6500; Model B, 
$9000; Model C, $11,000. For More In- 
formation Circle No. 153. 


PAPER SHREDDER 


Shredmaster Corp., 384 Woodcleft Ave., 
Freeport, N. Y., announces the Secro-Mat 
12 Shredmaster, a floor model standing 
36” high and styled as a piece of fine office 
furniture. It offers all features of the 
Bantam-10 Shredmaster, plus many im- 
provements including specially hardened 
steel cutters which eliminate the necessity 
for removing paper clips from material 
to be destroyed; an interlock switch for 
automatic cut-off when cover is raised 
while machine is in operation; casters for 
instant mobility but with a lock to hold 
Shredmaster motionless when desired; and 
a capacity up to 225 lbs. of all kinds of 
paper per hour. A pilot light shows when 
machine is turned on. All steel parts are 
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cadmium plated. Completely enclosed in 
its cabinet for safe and simple operation 
by anyone, it contains a waste bin mounted 
on four rollers for easy removal. Speci- 
fications include: throat, 12”; width of 


shreds, %4”; power, % hp, 60 cycle, 110- 
volt single phase AC reversing motor with 
circuit breaker and pilot light; 8 ft. cable 
and 3-prong plug with adapter for ground- 
ing at outlet. Housing is all steel. Input 
table is slanted for gravity feed. Throat 
constructed for complete safety to oper- 
ator. All electrical circuits are grounded. 
Dimensions, overall, 36” high, 1912” wide, 
24” long; weight, approximately 135 Ibs.; 
mounted on hard rubber casters. Color, 
silver grey, walnut grain. For More In- 
formation Circle No. 157. 


MICROFILM UNITIZER-READER 


NB Jackets Corp., 31-31 31st St., Long 
Island City 6, N. Y., announces the 
Reader-Filler 600 which combines the 
space savings of unitized microfilm with 
the filing and finding efficiency of modern 
card files. By using the Reader-Filler 
and NB jackets, one card cabinet has the 
capacity of 84 letter-size cabinets. This 
reduces the approximate cost of filing 
812” x 11” letters from $6.80 to 15c per 
‘ft Operator can automatically view and 
file microfilm into notched jackets while 
seeing exactly where he is cutting and also 
the next image to be inserted. Both images 
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are in constant focus. Read from base 
or emulsion side of film with magnifica- 
tion of 14.5 up to 40x. By using the 
17” x 17” opaque screen, he can fill 600 
chambers per hour. Reader-Filler auto- 
matically aligns jacket chambers, cleans 
film as it is inserted, accommodates 100 
ft. rolls of 16 mm. or 35 mm. film. De- 
signed for NB jackets of optically clear 
Eastman cellulose triacetate which protect 
microfilm completely and are flat for filing 
and finding. Jackets come notched 5” x 


3%” with easy-insert index; notched 


7%" x 3%” in tabulating card size; 
notched 7%” x 22” for needle sorting; 
standard 8” x 5%” with six 16 mm. cham- 
bers; notched 244” x 3” with exposed in- 
dex; notched index 6” x 41/16” with 
adhered paper index; notched 8%” x 3” 
with exposed index; with jacket-pocket to 
combine microfilm and original docu- 
ments. Jackets also can be custom made. 
For More Information Circle No. 151. 


FORMS BINDERS 


Office Equipment Mfg. Co., 2212 Sum- 
mer St., Dallas 2, Texas, offers a convenient 
and inexpensive method for permanent 
storage of punched forms in two versions 
of its Perma Snap Bindr. Offered in 18 
stock models with %” flexible nylon posts 
for marginal punched burst and unburst 
forms; 30 models are available with 3/16” 
aluminum posts for all other forms. Forms 
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are bound in these rugged fibreboard stor- 
age cartons that later may be easily opened 
and consulted with assurance that forms 
will be neat and orderly. Give full pro- 


tection against dust, dirt and moisture. 
Perma Snap Bindrs are delivered flat in 
polyethylene bags for space-saving stor- 
age. When set up and filled, they stack 
neatly and easily since they are rigid, 
allowing no give or sway, and having no 
protruding parts. A free sample Perma 
Snap Bindr is offered inquirers who send 
one of their punched forms with their 
request. For detailed literature and prices, 
Circle No. 139. 


COLLATOR STACKER 


Didde-Glaser, Inc., Box 608, Emporia, 
Kan., offers the Criss-Cross Set Receiver 


Model 158G for use with the Gather-All 
sheet and signature collator. Intended for 
criss-cross stacking of loose gathered sets, 
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it is an independent roll-up unit with no 
mechanical or electrical linkage to the 
collator. Non-jogging receiving tray is 
rotated at alternate angles to receive sets 
approximately 15° from center of straight- 
line delivery. Tray guides are adjustable 
to receive stock ranging from 4” x 6” to 
94%” x 14”. Power is supplied by a 
115-volt plug-in electrical connection. For 
complete information and_ specifications, 
Circle No. 135. 


DICTATING MACHINE 


American Dictating Machine Co., 51 
West 45th St., New York 36, N. Y., offers 
the TN-5 Rex Recorder with a roll tape 
tear-off indexing system that spots changes 
so accurately, single words can be picked 


up instantly. For example, move the 
marker on the scale to 35 and dictate just 
one word, “One.” Then mark position 
with C button and release to zero. Go 
back to the mark and you will pick up 
the single word, “One.” Changes and in- 
sertions on letters can be found quickly. 
The speed and efficiency with which it is 
done, saves time and money. The TN-5 
Rex Recorder retails for $295. For More 
Information Circle No. 147. 


MOBILE CASH UNIT 


Fenco Corp., Beverly, N. J., makes a 
new line of money handling equipment 
for banks and general office use. Suitable 
for payroll and cashier offices is the Model 
1 (shown), a mobile unit with two drawers 
and a lower safe compartment. A ten- 


Tue Orrice—June, 1961 


compartment removable currency tray for 
the drawer can have a locked cover. Unit 
moves easily on 4” casters but foot brake 
locks it to floor and releases at the touch 


of the toe. Housing is 18 and 20-gauge 
reinforced furniture steel with all corners 
welded.’ All drawers ride on ten progres- 
sive ball bearing suspensions. The %”- 
thick door is of double wall construction 
with reinforcing channel section welded 
in its center. Adjustable shelf in lower 
section is reinforced to store coins or 
other heavy material. Drawers have para- 
centric key locks and door may have key 
lock or spy-proof Sargent & Greenleaf 
(key change) combination lock. Drawer 
interior is 15144” wide, 442” high, 214” 
deep. Lower compartment is 1534” wide, 
16%” high and 20%4” deep. Available 
in beige, gray or desert sage stock colors, 
or special finishes. For complete illus- 
trated catalog of Fenco’s new line of cash 
handling equipment, Circle No. 159. 


PLASTIC ADHESIVE 


Eberhard Faber Pen & Pencil Co., 
Wilkes-Barre, Pa., announces Holdit ad- 
hesive, a plastic dough which develops 
gripping power as it is handled. User 
tears off small piece, kneads it like taffy, 
and rolls it into ball to fasten light ob- 
jects to wood, cement, tile, plastic or any 
clean, dry surface. Material is non-toxic, 
non-irritant to skin and will not stain or 
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mar surfaces. It lasts indefinitely and 
may be reused by peeling off and rolling 
into a ball. Available in 1, 2, and 5 oz. 
sizes at 29c, 49c and 98c for posting bulle- 
tins, wall charts, schedules or advertise- 
ments, anchoring office machines, hang- 
ing signs or displays, securing small prod- 
ucts for mailing and shipping. For More 
Information Circle No. 140. 


OFFSET PLATES 


Copy-Craft, Inc., 105 Chambers St., 
New York 7, N. Y., announces Agfa alu- 
minum offset plates which can be prepared 
in less than one minute for use on any 
offset duplicator. High quality plates can 
be made in the office at 39c each, from 


any original, whether typed, handwritten, 


draw, printed, or from blueprints and 
paste-ups. Agfa plates are said to give 
superior reproductions of line negative 


quality, picking up every detail, line and 


shading. They give high press runs and 
are storable for reuse. Anyone can learn 
to make plates on most photocopy ma- 
chines without additional equipment. For 
More Information Circle No. 141. 


PARCEL POST SCALE 


Pitney-Bowes, Inc., Stamford, Conn., 
offers a compact parcel post scale with 
40-lb. capacity for shippers who mail be- 
tween First Class post offices (for which 
parcel post limit is 40 Ibs.) and those 
whose parcels do not require full capac- 
ity of standard 70-lbs. scale. Accurate 
and durable, the Model 3740 scale has 
special mechanical features, including 
lighted gunsight postage indicator that 
automatically computes correct postage 
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for zone and class of mail desired, small 
13” x 17” size and low 10” height; adjust- 
able platform oscillation for faster read- 
ings; bevelled platform for easy loading; 


sealed ball bearings to minimize friction; 
adjustable three-point leveling; large, 
easily read postage chart. Comes in two 
shades of neutral gray. For More Infor- 
mation Circle No. 127. 


TABULATING MACHINE RIBBON 


Allied Carbon & Ribbon Mfg. Corp., 
165 Duane St., New York 13, N. Y., an- 
nounces Duralon synthetic fabric tabulat- 


ing ribbon. Fabric strength of the ribbon 
is said to suggest a similarity to nylon but 
its weave and texture permit production 


THe Orrice—June, 1961 





of a variety of inkings with more im- 
pression uniformity for sharpness, cleanli- 
ness and long wear. Available for both 
typewriters and tabulating machines. For 
More Information Circle No. 132. 


INSULATED FILES 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New York 
17, N. Y., announces Citadel Safe-File 60 
insulated filing cabinets which bring beauty 
to the performance of Remington Rand 
insulated equipment. 
Designed for en- 
hancement of mod- 
ern offices and certi- 
fied protection of 
vital records, the 
smartly styled unit 
features insulated 
monolithic construc- 
tion, 99% “desert 
dry,” gripped intern- 
ally by wire mesh 
and encased in steel. 
Cabinet passed the 
Safe Manufacturers’ 
National Assn. en- 
durance test and is 
certified by the Rem- 
ington Rand Safe- 
Cabinet Laboratory, 
Safe Manufacturers’ 
National Assn. and the Underwriter’s 
Laboratory. In fire exposure test, all sides 
of D label file cabinet were exposed to 
1700° fire for one hour without damage 
to paper contents; unit successfully with- 
stood the explosion hazard test, half-hour 
exposure to 2000° fire without accumulat- 
ing explosive gases. It passed the drop 
test (heated in a 1500° fire for 30 minutes, 
dropped 30 ft. on a pile of broken rubble, 
reheated in a 1500° fire in an inverted 
position) without damage to contents. 
Available with legal or letter size drawers 
in two, three, or four drawer cabinets. For 
More Information Circle No. 142. 


NESTING COLLATOR 





Automated Business Machines Corp., 
subsidiary of Cutler Mail Chute Co., Box 
1819, Rochester 4, N. Y., announces ABM 
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automatic collators for nesting or straight 
collating. Machines collate signatures and 
nest single or double sheet inserts into 
booklets or magazines with a wide variety 
of sizes and types of paper; gather sheets, 
folders, signatures, and perform opera- 


tions such as inserting cards or letters of 
transmittal into magazines or booklets, in 
a continuous operation and in any se- 
quence. Speeds range to 5000 cycles per 
hour. Special attachments adapt collators 
for stitching. Work feeds out from bot- 
tom of stack and is loaded from top, sav- 
ing time by loading while collator is in 
operation. Electronic controls and sim- 
plified adjustments eliminate need for 
skilled operators. Automatic controls 
stop machine and indicate the location of 
error in event of a miss or double. Ad- 
justments for changes of sheet size can 
be made easily by women operators. Work 
handling mechanisms operate without re- 
ciprocating motions, eliminate noise and 
excessive mechanical wear. Available with 
from four to 16 stations, in increments 
of two, machines accommodate work rang- 
ing from 34%” x 5” to 9” x 13”. For 
More Information Circle No. 129. 


TAPE ADDRESSER 


Scriptomatic, Inc., 11th & Vine Sts., 
Philadelphia 7, Pa., offers the Tape Lister 
attachment for Model 10 Scriptomatic 
Addressing Machines. The compact unit 
prints, from typewritten punched or plain 
card masters, a five-line name and address 
or other data directly on tape at approxi- 
mately 8000 per hour speed. Selector 
feature with notched master cards per- 
mits machine to print or skip with tape 
held for next impression during skip. Spe- 
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cial provision is made for chemical mois- 
tening control regardless of skip or print, 
so that uniformly high quality of image 
is maintained throughout run. Roll of 
tape runs about an hour. Town marking 


6 : 
i 

device signals operator for easy bundling 
for post office regulations. Two thumb- 
screws secure unit in place, and inter- 
changeable tape lister can be changed 
in minutes without special tools. For 
More Information Circle No. 113. 


PHOTOCOPIER 


Business Photo Methods, Eastman 
Kodak Co., Rochester 4, N. Y., announces 
a semi-automatic Verifax copier which 


copies two standard size letters at the same 
time. Unit’s 11” x 17” matrix size per- 
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mits copying maps, drawings and other 
large documents. Four-page, letter-size 
folders, such as income tax forms and 
employment applications, can be copied 
with only two exposures, resulting in four- 
page copies exactly like original. Auto- 
matic features make the unit easy to oper- 
ate. Matrix insertion, feeding and posi- 
tioning of copy paper are semiautomatic. 
The unit is 24” wide, 23” deep, 14” high; 
weighs 41 Ibs.; holds up to 100 sheets of 
copy paper. A tray with side guides 
and backstops capable of handling letter, 
legal and 11” x 17” copy paper is pro- 
vided. Single lever gives quick size 
change. Accessory tray handles _trans- 
lucent and card weight copy paper, hav- 
ing an additional 2” tab. An 11” x 17” 
Verifax Matrix Dispenser is supplied with 
the unit. Letter and legal size dispensers 
are available. For More Information 
Circle No. 118. 


Royal Metal Mfg. Co., 1 Park Ave., 
New York 16, N. Y., announces its Arnot 
100 series of modular components avail- 
able in a standard executive desk assembly 


with companion credenza, and a variety of 
other cabinet and drawer combinations. 
Features of the line are mirror chrom- 
plated frame, tapered legs and bow-tie 
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ONLY..tHe 


BOHN CONTEX 


CALCULATOR 
ADDS, SUBTRACTS, 
MULTIPLIES AND 


ron. S120 | 


% PLUS F.E.T. 


If you pay high salaries to pencil-and-paper mathematicians for wrong 
answers...if you think $500 calculating machines are too expensive... 
then you should learn the facts about the only first-quality calculator 
that does all the work of the much more expensive machines fast and 
accurately for about one-fourth the cost. Send in this coupon today. 


Bohn Duplicator Co., 444 Park Ave. S., Dept. C-13, New York 16, N. Y. 


(0 Please arrange a demonstration of the Bohn Contex in our office 
without obligation. 


0 Please send further information on the Bohn Contex. 


NAME. 





COMPANY. 





ADDRESS. 








For More Information Circle No. 412 
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drawer pulls. Line is designed for general 
offices, but is equally at home in reception 
areas or executive suites. Tapered leg 
frames are available in mirror chrome or 
black enamel. Tops are self-edged in a 
variety of wood grain and patterned lami- 
nates. For More Information Circle 131. 


COPYING ACCESSORY 


Triangle Business Machines, Inc., 1808 
S. Main St., Los Angeles 15, Calif., an- 
nounces Dri-Mate to overcome color re- 
production limitations of heat process 
copying machines. Used as accessory, it 
enables heat process equipment to repro- 
duce permanent black-on-white copies of 
any color visible on paper. To get all- 
color reproduction, operator feeds original 


material and sheet of photocopy paper 
through machine, then through the Dri- 
mate, which also develops metal plates for 


offset. Enclosed in desert sand styrene cab- 
inet, 18” long, 5” high and 8%” deep, it 
accommodates original material up to 12” 
wide and any length. Sells for $79.50. 
For More Information Circle No. 133. 


CARBONS & RIBBONS 


American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., introduces its 
NuClear line of typewriter ribbons and car- 
bon paper. NuClear X80 is a special non- 
curling, process back carbon with blue 
and silver backing which retails at $2.75 
per hundred, letter size; $3, legal size. 
Sure-Rite’s NuClear typewriter ribbon of 
synthetic fabric wears longer and pro- 
duces sharp copies. Sells at $11 a doz. 
for standard typewriter ribbon, and $17 
a doz. for electric typewriter ribbon. Both 
items carry an unconditional guarantee 
and are designed for schools and other 
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quantity users where good service at low 
price is the paramount buying considera- 
tion. American Stencil markets a full line 
of duplicating supplies. For 72-page Sure- 
Rite catalog No. 460, Circle No. 128. 


CAMERA VACUUM BACK 


M. P. Goodkin Co., 112 Arlington St., 
Newark 2, N. J., announces a vacuum 
back for Goodkin Vertical Cameras. De- 
signed for darkroom use with Gevacopy, 


Photoplax and regular lithographic films, 
it features sliding Zone Selector (for 
7 Kk, 2 oe, te oe oe, LE eee 
and 12” x 18” film) which assures that the 
full vacuum force is applied only across 
area of the particular film size used. 
Vacuum is strong enough to hold any film 
or photosensitive paper perfectly flat, de- 
spite any tendency to curl. Warp-free, 
Nova-Ply backing and cold-rolled, per- 
forated steel face assure structural stabil- 
ity. A larger vacuum back for 16” x 20” 
and 18” x 23” films is available. Price of 
standard back complete with pump and 
motor is $224; larger back is $250. For 
More Information Circle No. 115. 


PORTABLE DICTATING MACHINE 


Business Equipment Div., DeJur-Amsco 
Corp., 45-01 Northern Blvd., Long Island 
City 1, N. Y., announces the Stenorette- 
Versatile, portable dictating machine pow- 
ered by dry-cell batteries, and with dic- 
tating and transcribing accessories. It 
can also be operated directly from 110- 
volt current with an AC power pack ac- 
cessory. Runs on penlight size mercury 
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Touch 


a button 
.get 


INSTANT 


Records, facts, figures—any in- 
formation is available in seconds 
at the touch of a button with 3M 
Microfilm Products. 3M makes it 
so easy to put the magic of micro- 
film to work cutting the costs of 
paperwork—speeding business 
communications—saving valu- 
able space—-in short, making film- 
work easier, faster, less costly 
than paperwork. Find out now 
how you can put microfilm to work 
—get instant information—with 


3M MICROFILM |! 
— PRODUCTS 


iia — 
Miianesora [finine ann ED: 


by 
PMMianvracturing company “mec 


« »- WHERE RESEARCH (5S THE KEY TO TOMORROW | 
ST. PAUL 6, MINN 


INFORMATION! 


with 3M Microfilm Products 


af 


TAKE A LOOK 
at the enlarged micro- 
filmed information on 
the bright screen of the 
THERMO-FAX “Filmac’’ 


\ Reader-Printer. Touch 
a button and... 


t z 
— 


TAKE A COPY 


in seconds of any in- 
formation you want in 
8% x ll inch size. The 
‘‘Filmac’’ Reader- 
Printer gives you an 
exact, clean copy. 


T ameneSOTA MINING AND MANUFACTURING COMPANY 
DEPT. FBC-61, ST. PAUL 6, MINNESOTA 
Please senda me facts about how | can get Instant Information 


with 3M Microfilm Products 
Name 





Title 





Company 





Address 





City 





Re re ee ee 


Fur More Information Circle No. 246 
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department 
can be YOURS for less 
than a dollar an hour! 


For less than a dollar per working hour, you can purchase a complete 
ATF offset department, including: press, camera, darkroom sink, nega- 
tive layout table, platemaker, and utility table. If you have some seldom- 
used equipment to trade in, chances are you will need little or no down 
payment, 

Or you can lease the complete “package”—or any part of it—without 
trading in any equipment or making a down payment. 

Either way, you get brand new equipment—and only what you need 
—on the easiest terms. You can pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small press with the big 
press features...the press which has been chosen by over 1500 profes- 
sional printers. You can see this press and the related “package” equip- 
ment in operation at your nearest ATF Branch Office; or your ATF 
Representative will supply full details, including a folder, “How to Set 
Up for Offset;’ which outlines various plans and choices of equipment. 
If you prefer, use the coupon below. 


American Type Founders 


American Type Founders Dept. A 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” on a OD purchase D lease basis. 


STREET AND NUMBER 


CITY ZONE STATE 
(If you have trade-in equipment, list descriptions, models, serial numbers) 


For More Information Circle No. 304 





cells having an average life expectancy of 
about 60 hours. Users can obtain up to 
45 minutes of continuous dictation on 
each reel or magazine of magnetic tape. 
Tapes are interchangeable and compatible 
with tapes used on all standard office 
Stenorettes. Users can dictate on a port- 
able machine in the field, mail tapes to 
the office for transcription on standard 
Stenorettes, or transcribe directly from 
portable unit. The Stenorette-Versatile is 
about the size of a book, weighs less than 
6 lIbs., is fully transistorized, requires no 


warm-up time, and is completely push- 
button operated for start, stop, dictate, 
listen and fast rewind. Has lapel mike 
with start, stop controls and pushbutton 
lock for continuous dictation. Automatic 
recording level volume control for con- 
ference use. Battery power indicator for 
both motor and electronic circuits tells if 
unit is in top operating condition. Nickel- 
cadmium battery pack, plug-in recharger 
and carrying case are accessories. Price 
is $149.50, plus tax, including microphone 
and tape (less batteries). For More Infor- 
mation Circle No. 121. 


PAPER CUTTER 


Michael Lith Sales Corp., 145 West 
45th St., New York 36, N. Y., reports that 
its Triumph Jr. manual office paper cutter 
has no wheel for clamping; adding speed, 
economy and safety. One simultaneous 
motion clamps and cuts paper. For safety, 
both hands must be used in operating, one 
on clamp handle, the other on blade han- 
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dle to lock and unlock safety latch auto- 
matically. Has a 10” cutting width; 114” 
cutting thickness; 12” inside cutting length 


| 


from knife to backgauge, which is easily 
removed for cuts of any length. Triumph 
Jr. sells for $119. Line includes Triumph 
14”, $269; 18”, $389 and Electric 15”, 
$650, f. o. b. New York. For more in- 
formation and descriptive literature, Circle 
No. 112. 


CARTRIDGED INKS 


Van Son Holland Ink Corp., Mineola, 
N. Y., is now packaging its cartridged 
inks in a container holding six cartridges. 


\ 4 
3 


VAIN SON 


HOLLAND 
INK 


VAR ROM FOLIA D tere 
eption Q Aico 


> Py oe 
PO no EERIE EIS MURtOXe sO ~S8K 


The blue-and-black container has been de- 
signed in same style as the labels on all 
Van Son Holland products. It features 
windmill logo on top and displays com- 
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DO YOUR FILES HAVE THAT TIRED, 
CLOGGED, OVERSTUFFED FEELING? 


cl see 
THEN SEND FOR THE BRRAINS FROM REMINGTON RAND GRoe 








WE'VE BEEN MAYBE THEY'RE 32 GIRLS !! FEAR NOT, SIR... THE BRRAINS 
LOOKING FOR UNDER"L"... AND STILL MY FROM REMINGTON RAND ARE HERE 
OCTOBER'S NOPE... JUST FILES ARE A TO HELP YOU REORGANIZE... 
SALES FOR MABELS LUNCH, 






































YOU MEAN TO EASILY... YOU SEE, WE FIND YOU'VE BEEN 
SAY NOW | CAN NOW THAT WE'VE BANKRUPT SINCE 1936... 
GET ALONG WITH GOT YOUR FILES 
JUST ONE GIRL? 


























If your filing system seems more of a 
hindrance than a help, you need Rem- 
ington Rand's Records Organizing | Bison Sper pan operon ik 17, NY. 
Service. ROS surveys your system, then Dear File Fixers: 

suggests changes which reduce the Please mail me your free booklet, ‘“‘How’s Business?” 
amount of records, equipment, floor nd ~ 
space and time needed for fact-finding. — 

Upon adoption of its suggestions, ROS 
will even train your staff! For further 
details, send for our free brochure. 


Hemington. Bland Systems 











COMPANY 


ADDRESS 


ZONE... COUNT ancien 


For More Information Circle No. 209 











As necessary as 
a typewriter? 


W-e-l-1... No. 


Perhaps the Astral portable refrigerator 
is not as necessary to the well equipped 
office as a typewriter. 

But more and more progressive business 


piece of business equipment. 

Office entertaining, often necessary, can 
become awkward and cumbersome. An 
ASTRAL makes it easy, pleasant and natural. 

The convenience of portable refrigera- 
tion, offering refreshing soft drinks and fruits 
makes any executive’s day more pleasant— 
and more productive. 


And firms with ASTRAL refrigeration | 


available to the general office, find a boost 
in employee morale—and a saving in time 
away from the desk during refreshment 
breaks. 

To learn how an ASTRAL can fit into 
your office life write 


MORPHY RICHARDS 


232 S. VAN BRUNT STREET, ENGLEWOOD, N. J. 


For More Information Circle No. 239 
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pany name prominently on either side. 


| On other sides, listing of Van Son re- 


lated items is shown. For More Infor- 


}| mation Circle No. 123. 


PORTABLE TYPEWRITER 


Standard Voss Corp., 334 E. Weber 
Ave., Stockton 2, Calif., are national dis- 
tributors of West German Voss _type- 
writers which are made with standard 
American keyboard for heavy duty use. 
Top plate lifts off for easy ribbon chang- 
ing. Base plate is removed by releasing 
front and rear clamps for fast cleaning 
and adjustment. One-piece cast frame 


provides vibrationless support for the 
heavy duty steel parts. Main frame, top 
and base are duraluminum. Fine quality 
write can be produced with carbon or 
mylar ribbons wound on machine’s spools. 


Ee holding scale facilitates typing . 
firms are discovering that an ASTRAL in the | Card holding scale ee ne. oe 
office can be as much an asset as any other | 


velopes, cards and small labels. Extra 
wide lucite scale prevents spoiling station- 
ery. Removable, adjustable typebar anvil 
insures clear stencils and masters. The 
DeLuxe M-10” model is $135 plus tax. 
The Business-Riter M-13” is $149.50 plus 
tax. Both available with nine-key decimal 
tabulator at slight additional cost, All 
have three-way instant tab set, clear and 
complete clearance controls. Type styles 
include Voss script, elite double gothic 
and giant. Available in two-tone jade 
green, coral, Florida blue, dawn gray, 
maroon and beige, with ivory top plate, 
keys and carriage parts or solid colors. 
Cover, cleaning set and carrying case with 
two stationery pockets, are included. 
Metal parts guaranteed five years. Written 
guarantee that backlog of spare parts will 
be maintained. For More Information 
Circle No. 189. 
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New Kodak Ektalith Method saves estimated 
%1325 per month in master-making costs! 


Cost of making 500 masters per month 
reduced nearly 50% with new Kodak 
Ektalith Method 


Detroit Edison Company gets high-quality 
offset masters by installing $875 Kodak 
Ektalith Processor in Copying Section. 


This unit, in combination with camera, 
produces offset paper masters (for reduced, 
enlarged, or same-size copies) in 3 fast, 
easy steps: 

Just expose ... process... transfer . 
and the plate is ready for the duplicator at 
a fraction of the former cost and time for 
camera-produced metal plates. Total sav- 
ings are estimated at $2.65 per plate. 

Kodak Ektalith-made plates reproduce 


KODAK 


Kodak Ektalith Processor, Model 20 (to left in 
background) teams up with darkroom camera 


solids without mottling . . . all but end 
need for plate clean-up work. They have 
proved highly satisfactory for 500 or so of 
the short-run orders that are handled 
monthly at Detroit Edison. 

Free booklet gives details on versatile 
Kodak Ektalith Method and Ektalith units 
designed for office and darkroom use. 
It will pay you to call your 
local Kodak Ektalith Dealer 
or write Eastman Kodak 
Company, Photo Repro- 
duction Products Div., 

Rochester 4, N.Y. 
Price is list and subject to change 
without notice. 


7 
BHktali th ...puts you ahead in offset duplicating ee 


For More Information Circle No. 390 
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New A. B. Dick AZOFAX 
PROCESS turns a sheet 
of lightweight paper (and 


the data written, typed, 


drawn or printed on it) 


into a duplicating master 
in 4 seconds-automatically. 
Cuts cost of duplicated 


copies to less than %¢ each. 


ALL CAN PUT AZOFAX 
TO PROFITABLE USE 


OFFICE MANAGE- 
MENT can cut the cost 
of printed forms, the size 
and cost of multi-part 
carbon sets—and free 
office personnel from 
the work of actual master 
preparation. 


SYSTEMS AND PRO- 
CEDURES can simplify 
and lower cost of exist- 
ing one-writing paper- 
work methods—get all 
copies needed of output 
from teleprinters, tabu- 
lators and computers. 





ENGINEERING can 
speed specification and 
change paperwork—and 
eliminate costly over- 
loads on diazo and 
whiteprinters. 


Many managers 
are already evalu- 
ating the many 
ways in which 
Azofax can fit 
their plans to sim- 
plify paperwork, 
increase efficiency 
and reduce oper- 
ating costs. You 
can, too. Send this 
coupon for your 
literature by re- 
turn mail. 


A-B-DICK 


DUPLICATING PRODUCTS 


A.B. DICK and AZOFAX are trademarks of A. B. DICK Company 
For More Information Circle No. 385 


(This coupon is self-mailing. Cut along dotted 
line; fold in middle on heavy line. Staple, 





| 
a 


First Class 


| 


| Permit No. 187 
Chicago, ll. 











BUSINESS REPLY MAIL 
No Postage Stamp Necessary if Mailed in the United States 
POSTAGE WILL BE PAID BY 
A. B. DICK COMPANY 
5700 West Touhy Avenue 


| 


FOLD HERE 


tape, or glue bottom—then mail.) 


HAVE THIS SELF-MAILING COUPON READY FOR NEXT 


MAIL PICK-UP—no postage necessary 


Please send Azofax literature by return mail, 














ADDRESS 


Chicago 48, Illinois 











TABLES, CHAIRS 


Howell Co., 434 South 
Ist Street, St. Charles, IIl., 
offers a Capri-style pedestal 
base for tables, with taper- 
ing spoke legs which permit 
easier floor care. Cast iron 
base in brown or black por- 
celain baked-on enamel 
comes in three sizes: 24” 
and 30” four-leg spread with 
table tops up to 42” round 
or square, and two-prong 
24” spread style for rec- 
tangular table up to 72” " 
long. Feet have Buckeye stainless steel 
glides. The 3” center column, in bronze 
or chrome plate to match chair frames, 
fits into grooved channel in base and is 
attached with long threaded tie bar to 
base and table top. Long wearing table 
tops in six tones of walnut woodgrain lam- 
inated plastic enable quick cleaning with 
a damp cloth. The 1/16” laminated plas- 
tic is bonded to the 1-1/8” thick table top 
and 3/8” brass or chrome anodized metal 
edge provides a slim, light look and 
longer wear. Sizes range from 24” x 24” 
to 36” x 72”. Matching bronzetone fin- 
ished tubular chairs, Model A993, have 
double braces for extra strength; roll over 
design on front of seat and top of back. 
Back legs extend to contact baseboard 
only. Legs have adjustable disc feet with 
white Marlex glider pads to enable easy 
sliding and protect floors. For color 
folder, Circle No. 111. 


PHOTOCOPIER 


Burton Mount Corp., 2147 Jericho 
Turnpike, New Hyde Park, N. Y., offers 
the Arcor-Electronic photocopying ma- 
chine which requires no handling of paper 
or liquids during operation. Lens is fitted 
with a prism which gives a readable nega- 
tive which can be used as is, or any num- 
ber of positives can be produced from it 
Copies have good quality because of high 
quality of chemicals used. Any kind of 
original can be reproduced. Machine 
photographs on rolls of paper, cuts it to 
size, develops and stabilizes print auto- 
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matically. Operator places document to 
be photographed in a window, regulates 
control button to number of copies re- 
quired and presses button. In cases where 
several originals have to be copied, with 


one negative for each, window lifts up to 
allow operator to place each in position, 


one at a time. 
per minute. 
No. 138. 


Produces six photocopies 
For More Information Circle 


TABULATING FORMS 


Ennis Business Forms, Inc., Ennis, 
Texas, makes Tab-Flex continuous mar- 
ginally punched tabulating forms with a 
method of fastening designed for trouble- 
free feeding, refolding and subsequent 
handling, Opaques are glued together and 
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make MULTIPLE COPIES faster...economically 


Do away with re-writing. Get clean, 
accurate copies every time, using 
Patapar originals and any diazo 
type whiteprint copying machine. 


Patapar Whiteprint Copy Masters 
are convenient to use and result in 
clear, accurate, low cost copies be- 
cause Patapar Translucent Parch- 
ment is made expressly for white- 
print copying machines. 


Patapar is exceptionally translucent 








to ultra-violet light and transmits 
it faster for high printing speeds 
and high volume copying. You get 
copies with crisp, sharp lines or 
typing and additional data can be 
added to the master at any time. 


Patapar Translucent Parchment is 
the master sheet to use for white- 
print copying machines. A request 
on your letterhead will bring you 
samples of Patapar Whiteprint 
Copy Masters. 


PATERSON PARCHMENT PAPER COMPANY 


Bristol, Pennsylvania 


NEW YORK, N. Y. 


CHICAGO, ILL. 


SUNNYVALE, CALIF. 


For More tnformation Circle No. 350 
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MANPOWER" 
AS 
TEMPORARY 


VACATION 


REPLACEMENTS 


Call us for 

typists * stenos * IBM operators 

file clerks and general office workers 
Manpower Gals stay on Manpower’s payroll while they work in your office. Use 
them to keep your work current a day, a week, or longer. 
We pay all salaries, taxes, and insurance — keep all payroll records. 


Manpower Gals are known for their ability to step into your office and start work 
immediately. 


manpower, inc. 


The World’s Largest Temporary Help Service. Over 
200 offices in the U. S., Canada, Mexico and Europe. 
For More Information Circle No. 206 
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each part in the set is held in register. 
Opaque parts are held in alignment and 
tenting at folds is eliminated. Forms 
maintain register at point of writing with- 
out additional fastening. Flexing action 
permits each sheet to move into its natu- 
ral folding position and return to proper 
alignment each time the set is unfolded. 
Both sides are permitted to move freely 
together so that forms will not wrinkle 
or accidentally burst at the perforation. 
All parts of a set do not have to have 
Tab-Flex; one section may have regular 
pasted margins. Tag, index or heavy 
board stock may be used, as well as all 
bonds and NCR paper. Available in 
forms up to and including six parts. For 
More Information Circle No. 180, 


CARBONLESS CARBON 
Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y., makes Plastisol F-100 
Carbnpad which they say will outlast 
ordinary carbon paper five to one. A 


space than 
Plastisol has thousands of pores which 


tough film material is coated with a plas- 
tic ink formula and packaged in pads of 


100 sheets which occupy one-third less 
100 sheets of carbon paper. 





SILENCE 1s Gjoldens4 


MODEL IDP-200 DESIGNED FOR 


ras 
Z 


Sake a 
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. not only to the ear, but to your 
pocketbook. Why put up with need- 
less noise and the resulting loss of 
productivity in your office when the 
Gates Acoustinet sound engineers 
have developed a modern solution 
to your problem? 50 to 80% of 
Flexowriter, Justowriter and Com- 
puter distractions can be snuffed 
out by the new Gates model IDP- 
200. Lead your company to 
increased - efficiency and _ profits. 
Install one now and see what nice 
things begin to happen. 


FLEXOWRITERS - JUSTOWRITERS - COMPUTYPERS 


feeere@ ACOUSTINET, INC. 


P.O. BOX 2391-06 
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contain liquid ink to permanently “print” 
an image. It retains its attractive appear- 
ance so a typist will not discard a sheet 
as she might a wrinkled sheet of carbon 
paper. The capillary construction of the 
coating provides even wear-down. Ink 
“migrates” from neighboring pores to area 
where each impression is made. As copy 
image becomes less intense with use, it 
remains uniformly even and unbroken. 
Plastisol is smudgeproof and permanent. 
For More Information Circle No. 161. 


DUPLICATING STENCILS 

Type/rite Corp., 21 State Highway 10, 
Hanover, N. J., offers economically priced 
mimeograph stencils, made with a sheet 
of typing carbon, to fit domestic and for- 
eign duplicators. Carbon assures maxi- 
mum visibility and eliminates fussing with 
worn carbons. Laminated, reinforced 
heading stub eliminates sagging and dis- 
tortion caused by weak head punching. Two 
different grades: Type/rite coated twice for 
greater strength and highest visibility, and 


Econo-Copy, which combines quality with 
low price. Film-Tuck construction com- 
bined with pliofilm topping is said to elim- 


inate glue spots while holding film se- 
curely. All stencils are unconditionally 
guaranteed for a year. For More Infor- 
mation Circle No. 155. 


TRY THIS 
NEW WAY TO 


CORRECT TYPING ERRORS 


sure smudges. With 

lesk mate, typists 

y make an occasional mis- 
)PAKE, let dry for a few sec- 
ver the area without removing 
typewriter. Use on letters, in- 
reports, etc. Saves hours of 
jraphic reproduction — elimi- 
out or pasting Makes a 
e. Artists, t , find SNOPAKE 


n now known, 


over. 


paguing soiutl 


Special Vruial Ket, $1.00 


Stationers and art supply dealers everywhere carry the Introductory Kit consisting of a bottle 


of SNOPAKE and a bottle of thinner 


LITHO-ART PRODUCTS, Inc. 


3403 N. Jannsen Ave. 


If not available locally, send $1.00 for this handy kit. 


Chicago 13, Ill. 


For More Information Circle No. 241 


190 


THe Orrice—June, 1961 





NEW-Another Achievement from Pia 

Never before has so much calculator function been compacted into so small 
a unit. Or so low a price. This is LA-9, the newest, the ultimate in Monroe's 
famous L line calculators. This one’s honored antecedents today are accom 
plishing their time and money saving missions on more desks in American 
business than any other calculator. LA-9 covers less area than a letterhead 
sheet, weighs less than 18 pounds. Yet this new compact automatically 
performs many of the jobs that much bigger and costlier machines do. 


Its peak performance is guaranteed and maintained by Monroe’s nation 


wide service organization. And at so moderate a price, it can quickly pay 


for itself through its efficiencies 
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Monroe Calculating Machine Company, Inc. Sales and service in principal cities everywhere. General offices, Orange, N. J [HR A DIVISION OF LITTON INDUSTRIES 


For More Information Circle No. 215 
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ALABAMA 
Birmingham 
Gulf States Sales Corp. 
Office Outfitters, Inc. 
Huntsville 
Askew Office Machine Co. 
CONNECTICUT 
East Hartford 
Charter Oak Stationers 
Hartford 
Hartford Office Supply Co. 
Plimpton’s 
Waterbury 
Judge-Piel Office Supply Co. 
DELAWARE 
Wilmington 
Abco Office Suppliers 
Delaware Supply House, Inc 
Hugh A. George Co. 
ae 7. , Inc 
Georg: Har 
DISTRICT OF COLUMBIA 
Washington 
Andrews Off. Supp. & Equip. Co 
Fox-Jones Co. 
Ginn’s, Stockett-Fiske Co. 
FLORIDA 
Miami 
Long Office Supply Co 
Orlando 
The Smith-Wilson Co. 
Sarasota 
Ellie’s Book & Stationery 
INDIANA 
Evansville 
Fuquay Printing ¢ 
Fort Wayne 
Amco Business Service, Lne 
indianapolis 
7. C. Brass 
Mid-State Office Supply Co, 
The State Stationers, Inc. 
Stationers, Inc. 
South Bend 
Business Systems Inc 
The Office Engineers, Inc 
Valparaiso 
Valpariso Office Supply Co. 
KENTUCKY 
——— 
. Fetter Cx 


Portland 
Loring, Short & Harmon 
Joseph Wigon 
MARYLAND 
Baltimore 
Baltimore Staty. Co 
Koch Office Supply Co 
Lucas Bros 
The Modern Stationery Co 
Julius M. Stark & Co. 
MASSACHUSETTS 
Attleboro 
Lloyd’s 
Boston 
Adams Staty. Co 
Allen Stationery Co 
M. Brown & Co 
Federal Stationery Co 
Hammond Stationery Co 
Hobbs & Warren, In 
Merit Stationery Co 
L. E. Muran Co 
John W. Murray C 
Samuel Narcus 
Thorp & Martin Corp 
Brockton 
ermaite Office Supply Co 
B. Mason 
East Weymouth 
George H. Hunt Co. 
Lowell 
Regal Stationery Co. 
New Bedford 


Bruno’s Business Supply Co, 
Weymouth 

Monument Mills, Inc. 
Worcester 

Narcus Bros. 


MICHIGAN 


Bay City 

Pypeuriter Exchange 
Detroit 

Central Office Supply Co. 

General Office Supply Co. 

Miles Fox Co. 
Flint 

Typewriter Exchange 
Grand Rapids 

Bixby Office Supply Co 

Grand Rapids Office Supply 
Kalamazoo 

Dykema Office Supply 

Ihling Bros. Everard Co. 
Saginaw 

ypewriter Exchange 


MISSISSIPPI 


Clarksdale 
The Office Supply C 


NEW JERSEY 


Bridgeton 
Ashlev-McCormick Co. 
Jersey City 
Charles Weinacht Stationery Co. 
Mount Holly 
Town Hall Stationers 
New Brunswick 
Harry Strauss 
Newark 
Acme Stationers & Printing Co. 
W. V. Snyder Co 
Standard Staty. & Prtg. Co. 
Oaklyn 
Yorkship Press 
Trenton 
’. Clopp 


Commercial Stationers of Union 


NEW YORK 


Glens Falls 
Russell & Wait 
Jamestown 


Office Machines & Equipment Co. 


Long Island City 
Plaza Staty, & Ptg. Co. 
New York 
Apollo Staty. Co 
Commercial Stationery Co. 
H. Davidson & Co 
Lipman, Inc. 
Manhattan Stationery Co. 
Republic Office Supply Co. Inc. 
Standard Office Equipment Co. 
Oneonta 
Brackett’s Book Store 
Watertown 
Edward M. Lying 


NORTH CAROLINA 


Charlotte 

Kale-Lawing C 
Gastonia 

A. Leonard Rhyne C« 
Greensboro 

8S. T. Wyrick & Co. 
Winston-Salem 

Hinkle Book Store 


H!0 


Akron 

Office Equipment Bureau 

Prinz Office Equipment Co. 

Summerville’s Inc 
Bryan 

Gorny-Winzeler Press 
Canton 

Rice Office Supply Co. 
Cincinnati 

edeker & Dick, Inc. 

Cleveland 

Better Business Forms Inc. 


The Brooks Company 
Buckeye Office Supply Co. 
Buehner’s Office Supply Co. 
Marshali-Smith, Inc. 
Office Supply & Ptg. Co. 
Wirtshafter’s, Inc, 
Columbus 
Columbus Blank Book Mfg. Co. 
Continental Office Supply Co. 
Diehl Office Equipment Co. 
F. J. Heer Printing Co. 
State Office Supply Co. 
Geneva 
Lake Line Supply 
Lorain 
Trotter's Office Supply Inc. 
New Philadelphia 
Tope Book & Office Supply Co. 
Painesville 
Educational Supply Co, 
Springfield 
Kavanaugh’'s 
Youngstown 
Youngstown wey Supply Co. 
City Office & Art Co. 
PENNSYLVANIA 
Butler 
Butler Stationery 
Jenkintown 
Sharpless Staty, Co. 
Philadelphia 
Chestnut Hill Stationers 
Samuel F. Currey, Inc. 
Cylinder Stationers 
C. F. Decker, Inc. 
Dieckhaus Stationers, Inc. 
Laver Bros. 
Harry B. Levis, Inc. 
National Stationers, Inc. 
Philadelphia Stationers 
A, Pomerantz & Co. 
Louis Prince & Co. 
Harold Reese 
Joseph Rothbard-Stationery 
H. T. White & Co. 
Yeo & Lukens 
Pittsburgh 
Alexander- Penn Office Supply Co. 
4¢ Curry Co, 
Warr 


Watt's Office Supply 
RHODE ISLAND 
Providence 
Capitol Stationery Co. 
SOUTH CAROL 
Columbia 
Columbia Office Supply Co, 
Easley 
The Easley Progress 
Greenville 
W. A. Seybt & Co. 
Spertanhers 
*ffice | nt Co. 
TENNE ESSE 


Memphis 
Toof & Co. 
VIRGINi iA 
Norton 
Sharpe's Office Supply 
Richmond 
Richmond Office Supply Co. 
Roanoke 
State Office Supply 
WISCONSIN 
Appleton 
Sylvester & Nielsen, Inc. 
Madison 
Wisconsin Office Supply Co. 
Milwaukee 
Siekert & Baum Staty. Co 
CANADA 


Calgary, Alberta 

Keith Stationers, Ltd. 
Montreal, Quebec 

Rapid Systems Limited 





Anyone who handles papers 
can save sorting time with the 2 
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No office should be without the SORT-ALL — for this five-way sorter turns even the most 
inexperienced worker into a sorting and filing expert. Sorts alphabetically, by 1-31, days of 
week and months, or numerically. Complete with 31 printed grey pressboard leaves protected 
with welded plastic covering. Bound with patented, perma-sealed plastic ring. Has rubber 
feet to prevent marring of desktops. 


BUY THE AMFILE SORT-ALL AT THE 
REGULAR PRICE OF *4.50 AND GET 
THIS AMFILE CANCELED CHECK CASE 


oLUTELy 
pese 


OF EXTRA COST 


Mail this coupon or take it to one of | 


° ° ° 4 
the quality stationery or office supply | Please rush my Amfile A-31 SORT-ALL and my FREE 
dealers — listed on the preceding | Amfile Canceled Check Case. My check is enclosed 


for $4.50. 
age. ! 
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COMPANY 
STREET 


The Amberg File and Index Company CITY ZONE_.... STATE... 
Kankakee, Illinois 
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REAL ESTATE REGISTER fourth form to list business opportunities. 
Recordplate Co., 130 N. Fair Oaks A®Y form is readily visible and can be re- 
Ave., Pasadena, Calif., announces a Visi- ™0ved eo “ay at Fe 
i Ss Sa ip age ee entire book obsolete. t includes black 
Ref Book Set to list real estate. System ae ay eee BP ules $9 Aileen 
make-your-own index, 100 No. 507 3” x 5” 
forms; 50 No. 613 prospect forms and 
50 No. 632 plain sheets. Form 507 is 
available in white, blue, buff and pink. 
For More Information Circle No. 130. 


doesn’t become obsolete when a piece of 


CONTINUOUS LABELS 


American Tag Co., 151 Cortlandt St., 

Belleville, N. J., announces self-adhering 

labels for use with data processing ma- 

chines. Labels require no moistening; 

slight fingertip pressure fixes them se- 

curely. Carried on marginally-punched, 

continuous, fan-folded or rolled strip, 

labels can be used on any data processing 

machine with pin-feed platen or tractor 

property is sold or removed from the mar- feed. Imprinted at high speeds from 
ket. Three different forms are available punched cards, punched or magnetic tapes, 
for listing property according to custom- their use can help open new and different 
er’s nats capa price, location and a _ applications for existing data, such as ad- 


NOW AVAILABLE 


INVISI-STITCHE 


the ‘Hidden Seam" molleton 


FOR WATER FORMS ON ALL 
| *OFFSET DUPLICATING | PRESSES 








combined with 


WRITE FOR NAME OF LOCAL DEALER 


ROLL-O-GRAPHIC CORP. 133 PRINCE sT., N 


“FORMERLY AVAILABLE FOR 


For More Information Circle No. 242 
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dressing, correcting, coding and inventory 
and production control. Since labels are 
printed directly from cards or tapes, they 
require no proofreading. Available in 
different widths and depths in single, 
double or triple rows across fan-folded 
or rolled carrier strips, labels can be fed 
and applied automatically or by hand. 
Protective backing strip peels off quickly 
and easily. Labels are furnished blank 
or printed as desired. For More Infor- 
mation Circle No. 125. 


MOBILE RADIO 

Aeronautical Electronics, Inc., Box 
6527, Raleigh, N. C., announces the low- 
cost VHF FM two-way 15-watt mobile 
Slimline radio which weighs 8 lIbs., 10 
oz., is less than 5” high, and fits under 
the dash of any car or truck including 
compact domestic or foreign types. The 
single-unit mounted up-front has all oper- 
ating controls conveniently located on a 
brushed silver anodized panel. Sets have 





Waiting for the mail 


allows time for coffee klatsch! 





_ al 


And why not? In most offices, most 
people don’t get down to work until the 
morning mail is opened and distributed. 

@ Opening mail by hand is slow, tedious. 
The MailOpener is fast, efficient—shaves 
a hairline edge off the envelope without 
cutting the contents. Opens big or little 
envelopes, kraft or onionskin. Starts the 
business day soon, saves time in even 
the small office. 

e Three models, electric or hand. Ask 
the nearest Pitney-Bowes office for a 
demonstration—no obligation. Or send 
for free illustrated booklet. 

FREE: Send for handy desk or wall chart of 


latest postal rates, with parcel post map 
and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pitney-BoweEs, INc. 
3463 Walnut Street, Stamford, Conn. 


. - originator of the postage meter... 
149 offices in U.S. and Canada. 


For More Information Circle No. 243 
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optional provision for a maximum of three 
transmit and receive channels and pro- 
vision for plug-in addition of Unicall se- 
lective call system to share crowded fre- 
quencies without interference at any time 
in the field. Finger operated latch per- 


od” 


SF Ds J s 
mits easy removal of set for inspection 
and servicing. Other features of the new 
set are: extruded anodized aluminum 
multi-finned transistor heat sink for re- 
liability under high ambient air tempera- 
ture conditions; stand-by power-saving 


If you 


practice 


switch to reduce battery drain; new high 
efficiency waterproof-cone elliptical loud- 
speaker. Set lists at $395 f.o.b. above 
with all installation accessories, antenna, 
microphone, etc. For More Information 
Circle No. 181. 


AIR CONDITIONER 
John J. Nesbitt, Inc., State Road & 
Rhawn St., Philadelphia 36, Pa., offers 
Roommate II, which combines Humid-a- 


Guard Control System and Air Volume 
Stabilizer Damper with styling to provide 
control of temperature and humidity while 


udgetry 


dl supcerry is the practice of 


wisely correlating spending to a budget 
limit. Often times this is quite a trick. 
How to get price without sacrificing 
quality is the problem. 


Many corporations have standardized 
on H-O-N files. They have often effected 
considerable savings — with no sacrifice 
in performance or appearance. 


If you are interested in happily solv- 
ing your budget problems in office out- 
fitting, let H-O-N show you how. Write 
to us for literature and prices or see 
your dealer. 


THE H-O-N CO., MUSCATINE, IOWA 


For More Information Circle No. 244 
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Bulletin (Crime in Finance 
Big-Time Racketeers 


Are Moving In, Law 
Enforcement Units Say 


Securities Thefts and Fraud 


Rise Sharply; Banks Lose 
wed a speedup | On Bogus Checks, Stocks 
« totaling $273 mil- am 


ties where unem- ™ ° 
ia, Minnesota also | Case of Elusive 


Mr. Parks 


NAL News Roundup 


rks. 
consider proposals 
benefits under un- 
ograms. Employers 
9 pay higher unem- 
to help offset in- 
persons. Gover- 
etts, New York 


A WALL STREET Jour 

Crime in the nation’s fi 
rising sharply. 

“The underw rid is invading the financial 

” warns Edward C. Jaegerman, 

for the Securi- 


nancial centers is 


y | ties and Exc 


York's District At 
“we're getti ‘ 
g the developments behind th 
Ss: 
- A jump 
travelers’ 


in counterfeiting of securities, 
checks and drafts. “A 
major counterfeiting operation, running? 
to many millions of dollars, is ga “4 
across the country,” : 
e Federal 

at & fast clip, law enforce- 

Several cases are 


tes frauds ob- 
ur were more 
9. 


POSITIVE 
PROTECTION 


Check crimes have in- 
creased substantially 
: “Particularly counter- 
feiting. One effective 
means of curtailing 
these losses is through 
the use of private de- 
sign safety paper... 
check paper with your 
company name, symbol 
or. mark reproduced in 
the paper itself. Berg- 
strom manufactures pa- 
pers of this type to your 
order under strict su- 
pervision and. security. 
Through. extensive | re- 
search, methods have 
been developed for pro- 
ducing individual check 
papers in any color or 
design.on an economi- 
cal basis... and they 
are safe. 


For details write, or wire 


B 
E ERGSTROM PAPER COMPANY 


-NEENAH 


ast S Lig oper 6:3 WISCONSIN 


or More Information Circle No 349 
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A special announcement for users of 
offset duplicating equipment 


Smith-Corona introduces 
new Lith-0-Rite 
offset line 


Now make direct-image masters for 
longer runs, sharper copies! 
Easiest to prepare, easiest to erase! 


No matter what kind of offset equip- 
ment you use, now you can get 
longer runs of clean, sharp, attrac- 
tive copies—with new Smith-Corona 
Lith-O-Rite offset supplies. 

Now you can make direct-image 
masters that will reproduce 2,000 
times—with a standard typewriter. 
When the image is reproduced by 
xerography, you can run as many as 
4,000 copies .. . each as perfect as 
the one before it. 

No babying required 

The new Smith-Corona Lith-O- 
Rite paper masters require no spe- 
cial preparation or attention, aside 
from that normally paid any other 
direct-image plates. Any typewriter 
in good mechanical condition can be 
used. The master goes in just like 
any other piece of paper or stencil. 
Best results, of course, are obtained 
by using a Lith-O-Rite carbon rib- 


bon, but silk and cotton work well, 

too. Neat corrections are made with 

an ordinary typewriter eraser. 
Reproduces handwriting, too 

With the new Smith-Corona Lith- 
O-Rite masters, you can even write 
directly on the plate by hand. To 
write, draw, letter, rule or trace, 
just use the correct reproducing 
pencil, crayon, ball-point pen and 
drawing fluid. Reproduction is crisp, 
clean, legible. 

For more complete details on the 
new Lith-O-Rite line of offset sup- 
plies—masters, plate etch, ribbons 
—simply call your nearest Smith- 
Corona Supply Products representa- 
tive. Or just write on your business 
letterhead to Smith-Corona Supply 
Products, 410 Park Ave., New York 
22, N. Y. We’ll gladly send you de- 
tailed information at no obligation 
—tailored to your requirements. 


For More Information Circle No. 348 
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complementing room decor. Patented 
Humid-a-Guard controls room tempera- 
ture and humidity conditions to individual 
comfort regardless of outside conditions. 
Stabilizer damper controls volume of out- 
side air admitted to room no matter what 
the wind velocity. Color in primaries or 
pastels, or combination of both, is avail- 
able. Low design with rounded corners 
has aluminum extruded grill which ex- 
tends over both access doors to give a 
longer more streamlined effect. No fasten- 
ing devices are visible to break color lines. 
Insulated to prevent condensation on all 
outer casing parts and interior parts are 
treated to prevent corrosion. Entering air 
side of heating-cooling element, where dust 
and dirt normally accumulate, is easily ac- 
cessible for cleaning. Pans are accessible 
for cleaning and if necessary, motor and 
fan assembly can be removed. Filters can 
be cleaned or replaced without dismantling 

| front panel and aluminum drain pan can 

| be removed for cleaning. Delivered com- 
ao | pletely wired ‘for installation. For More 

RITE | Information Circle No. 126. 





menor FOR 
OFFReT GUeLcATOR 


HANDCLEANER 


Paul B. Williams, Inc., 1010 Broad St., 
Newark 2, N. J., announces Girl Friday 


Cleanette. Each package contains a small 
cloth impregnated with a scientific cleaner 
which is pleasant smelling and safe. It 


For More Information Circle No. 348 
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When it’s a question of filing 
supplies, the answer is Oxford. Your 
franchised Oxford dealer has the right item at 
the right price, size, quality and design to 
fill your every filing need. See him today. 
For information on the full Oxford 
filing supply line, write for a 
free 60-page Oxford catalog. 


Oxford Filing Supply Co., Inc. 
15-6 Clinton Road, Garden City, N. Y. 
In Toronto, Luckett Distributors, Ltd. 


THE LAST WORD IN FILING SUPPLIES 


For More Information Circle No. 305 


200 Tue Orrice—June, 1961 








quickly and efficiently removes office 
smudge and typewriter ribbon stains from 
hands, and dries them at the same time. 
For a limited time, the Williams organ- 
ization is offering a month’s supply, 100 
packages, for $1 on money-back guaran- 
tee. For More Information Circle No. 
119. 


DESK LIFT TRUCKS 


D. L. Pizzuti, 320 Robble Ave., Endi- | 


cott, N. Y., offers Di-Pelco multipurpose 
lift trucks. Ratchet raises and lowers lift 
plate and one set of wheels to provide 
better leverage for loads lifted. Because 


of two sets of wheels it also can be used 
as a floor dolly. By combining two lift 
trucks at each end, desks and other heavy 
office furniture may be moved. Rigidly 





constructed of finest materials, it has ball | 


bearing casters, Mayari-R-Steel lift plate 
and airplane type steel cable to raise and 
lower plate and wheels. Overall dimen- 
sions are 52” high and 18” wide for both 
models. Lift plate is 5” long, 15” wide. 
Model P-250 has shipping weight of 96 
Ibs., load capacity of 500 Ibs., costs 
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with 
new | _DOLIN _ 
MODULAR STA CK 
CABINETS 
completely assembled, 1 piece, closed units 
ready to stack together . . . no installation 
problems, delays or costs! 








FROM 
CARTON 


TO 
STORAGE 

IN & 
MINUTES 

















| 


























Here’s a sensible new approach to your everyday storage 
problems—INSTANT STORAGE with DOLIN’s neat new 
build-up STACK-SHELVES, These completely assem- 
bled units are available in 1 and 2 shelves high in 
letter or legal depth, They quickly stack together beside 
desks, around doors and windows, into work-counters 
and they can be dismantled and moved just as quickly. 
With just 6 nuts and bolts even an office girl can erect 
an 8 shelf unit in just minutes. STACK-SHELVES are 
available from your local office equipment dealer or write 
for literature to: 


DOLIN METAL PRODUCTS, INC. 
Dept. OF, 315 Lexington Ave., Bklyn 16, N.Y. 





For More information Circle No, 245 
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Now you can house both burst and 
unburst forms — simply, efficiently, 
at low cost— with 


M'BEE 
MARGIN MASTER “TWINS” 


No bursting, hole-punching or stripping required for 
unburst forms — four posts prevent tearing. No extra 
punching at all for burst forms — simple transfer bar 
speeds record removal and filing. Unobstructed visibility 
right to the inner edge of forms. All hardware is con- 
tained within the covers for neat, convenient shelf filing 
of your record “library”. No protruding posts can mar 
your office furniture. Flat back allows large, easy-to-read 
label holder for quick shelf reference. MCBee Margin 
Master “Twins” are the complete answer to housing all 
your marginally-punched forms. 

M°Bee binders are unconditionally guaranteed for 
one year. Stock sizes in a great variety of binder styles 
are maintained for immediate delivery. Call your Royal 
MCBee Data Processing Representative, or mail the cou- 
pon for complete information. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


Royal MCBee Corporation 
Data Processing Division, Port Chester, N. Y. 


Please send me complete information on the 
MCBEE MARGIN MASTER “TWINS.” 


NAME. 





COMPANY 





STREET 








For More Information Circle No. 303 
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Magic Key Tray 
on Hi-Lo Stand 


SPECIFY TOP QUALITY! 


LeFebure business equipment is better... 
sturdy, easier to use... more efficient. Busi- 
ness equipment must return its cost over and 
over again to be a good buy. That’s why 
LeFebure equipment is constantly being spec- 
ified by office equipment users who know 
value. Be sure you get top quality. Specify 
LeFebure. 
Sorters + Posting Desks + Trays + Stands 
Vertical Sorter Indexing + Filing Equipment 


LeFEBURE Corporation, Cedar Rapids, lowa 


LeFebure is a subsidiary of Craig Systems, Incorporated 


BUSINESS SYSTEMS AND EQUIPMENT 
For More Information Circle No. 347 
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$129.50. Model P-500 has shipping weight | 


of 105 lbs., capacity of 1000 Ibs., 
$159.50. Both guaranteed one year. 
More Information Circle No. 137. 


costs 
For 


TYPEWRITER RIBBON 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., announces a laminated 
ribbon for tabulating, addressing, calcu- 
lating, bookkeeping machines and _ type- 
writers. Plastikleen is a combination of 
woven fibers and a synthetic processed 
backing resulting from extensive research 
and field testing. Its advantages are: no 
machine type face ever strikes an inked 
surface, minimizing the cleaning of type 
face and insuring sharpness of impres- 
sion; a greater reservoir of ink is main- 
tained, resulting in a stronger recovery 
and longer wear; pairing of the two ma- 
terials offers a needed resilience to the 
severest impact without sacrificing defini- 
tion of the printed characters; Plastikleen 
ink formulation is also suitable for the 
preparation of short-run offset masters. 
For More Information Circle No. 199. 


FINGERTIP MOISTENER 


Evans Specialty Co., Box 8128, Rich- 
mond 23, Va., offers a larger size package 
of Tacky-Finger fingertip moistener for 
collating and paper handling. New size 


TF 600 retails at $1 per package, $12 per 
case. It contains more than twice the 
amount as the regular TF 400 size. Both 
packages are designed for easy application 
and convenience. For More Information 
Circle No. 152. 
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> LIGHT TABLES : | 
; BUILT peel 





All nuArc tables feature: highly polished, 
chromed, machined steel straight edges on all 
sides, adjustable; ceramic glass top; softly dif- 
fused fluorescent light; silver hammerloid 
baked enamel finish. Shipped completely set- 
up, (no crating charges) ready to be used. 

® 4110 West Grand Ave. 
Chicago 51, Ill 


SALES AND SERVICE: NEW YORK * LOS ANGELES 


You'll find com- 
plete descriptions 
in BulletinA2170. 


42” x 62” 
COMPANY, INC. 


f ling mounting 
Ru or white 
COMPANY,INC. 


4110 W. GRAND AVE, © CHICAGO 51, ILLINOIS 
For More Information Circle No. 394 
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STENQTAPE 711 DICTATING 


TRANSCRIBING SELF-POWERED PORTABLE 


Remote “Command” 
Hand Microphone 


IF YOU'VE SEARCHED FOR A MINIATURE SELF-POWERED DICTATION MACHINE 
AND FOUND THEM SHORT ON PERFORMANCE, SEE THE NEW STENOTAPE 711 


This transistorized self-powered portable has 
every feature you have ever wanted in a port- 
able dictating machine. Take its 4 pounds of 
power anywhere and dictate everything. Dictate 
for two hours. Operates 30 hours on six inex- 
pensive penlight cells. Its standard 1% and 
3% ips speeds. give you complete compatibility 
with all other StenOtape machines and all stand- 
ard tape recorders. Complete with carrying case. 


$19995 pius rer FULL YEAR GUARANTEE 


CHECK THESE FEATURES: 


e Remote “Command” hand microphone controls 

e Remote foot pedal transcribing controls 

@ Weighs only 4 pounds 

e Miniature size—2” high x 6” deep x 7” wide 

e Powered by six inexpensive penlight cells or 
AC_ current 

e Two full hours of dictation time 

@ True fidelity big sound 





Ask your dealer to 
demonstrate the 
versatile StenOtape 
3/10 Dictating 
Transcribing machine. 
Compatible three 
speed / 10 hour 
dictation partner 

of the StenOtape 711. 





AMERICAN GELOSO ELECTRONICS, INC., Dept. 301 ] 

251 Park Avenue South * New York 1 0, "N. 7 

In Canada: CANADIAN GELOSO ELECTRONICS, LTD. 
700 Weston Rd., Toronto 9, Ontario 


| Tell me more about the amazing StenOtape 711 
and be sure to include the name of my nearest 
| dealer. 


Name 








Company 


Address. OI estiattheititiesa 





1 City. Zone State 








For More Information Circle No. 346 
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NOW YOU 
CAN OWN 

3 BUSINESS 
RECORDING 
MACHINES 
FOR THE 
PRICE OF 1 

















GELOSO 
STENQTAPE > 


3 Speeds / 10 hour Dictation with Remote Dictation / Transcription Controls 


Its advanced electronic design makes it a 3-way machine: conference recorder (at 15/16 ips), standard 
office unit (at 1% ips) and personal hi-fi tape recorder (at 334 ips). Weighing only 13 Ibs., this is the 
most versatile compact business recording machine you can own. For correspondence, meetings, 
sales training programs, audio-visual presentations, post-graduate digests, language labs, and personal 
entertainment. So sensitive, the 3/10 records 30 feet away—records music with concert hall realism, 
It’s completely compatible with all StenOtape units and standard tape recorders. 


Complete remote contro! microphone dictation 


and remote control transcription $24995 pius ret FULL YEAR GUARANTEE 


AMERICAN GELOSO ELECTRONICS, INC., “4 302 
251 Park Avenue South « New York 10, N. 


Ask your In Canada: CANADIAN GELOSO ELECTRONICS, LTD. 
dealer to 700 Weston Rd., Toronto 9, Ontario 


Give me a complete rundown on the StenOtape 
demonstrate 3/10 and tell me where | can get in touch with 
the versatile my nearest dealer. 


StenOtape 

256 Dictation Name 

Transcription Company 

office machine. 

Compatible partner of the 3/10. 








Address. Tel 
City. Zone State 














For More Information Circle No. 383 
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WARNING PANELS 


W. H. Brady Co., Dept. 143R, 770 W. 
Glendale Ave., Milwaukee 9, Wis., makes 
self-sticking, diagonally striped panels to 


visually signal safety hazards or mark 
location of protective or safety equipment. 
Panels are tough .005” vinyl plastic in 
yellow and black, conforming to ASA and 


NSC color codes for caution and alert 
warning. The striping is imbedded in the 
plastic and can’t fade or wear off. Appli- 
cation time is less than 30 seconds per 
panel. Panels stick to any clean dry sur- 
face without moistening, chemical activa- 
tors, fasteners or tools, and outwear paint 
seven to one. Can be used indoors or 
outside. Brady Warning Panels are 
stocked in three sizes: 542” x 17”, 11” x 
17” and 17” x 17”. For literature and 
free sample section, Circle No. 185. 


ELECTRIC COLLATOR 


General Binding Corp., 1101 Skokie 
Highway, Northbrook, Ill., offers a high- 
speed, completely automatic electric col- 
lator for heavy-duty operation. Complete 
collating, stapling and stacking operations 
are performed automatically by the GBC 
150 Electric Collator, freeing operator for 
other duties. Machine’s Micro-Detector 
provides accurate sheet count for every 
cycle regardless of thickness of paper stock. 
Detector automatically stops machine and 


UNIQUE VISUAL CONTROL 


MEMO FLEX* is a new visual control and scheduling board that 
is easy to use, flexible and low in cost. 

Tells you at at glance where things stand, where trouble may be 
developing. A visual picture of concise details, a constant spur 
to action. Easily kept active and accurate, it saves time and 
trouble wherever simple, effective visual control is needed. 

Every unit comes complete with all the elements for the user 
to create his own custom layout. Only $49.50 F.0.B. Plant. 


Memo Flex" DIVSION @@>** ‘ 
515 Bannock Street, Dayton 4, Ohio , 


National Distributor QuesTronics Division, Chicago 6, III. 
Grease pencil note on extruded wee 
clear plastic Memo Strips* sachie 


$" 


tee 


—E MARKS OF THE GARRISON MACHINE WORKS. IN PAT C PEN 





» 


Memo Strips* slide up and 
down, snap in and out for easy 
arrangement. 


For More Information Circle No. 250 


Desired columns laid out using 


Column title headings made up 
adhesive striping tape. 


using adhesive letters. 
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No other filing cabinet 
contains ail the ": 
advantages of Ep ccrneme 


© GANG LOCK 


ah be i iu | : © RETRACTABLE 
7 Ut POSTING SHELF 


e FIVE DIVIDERS 
PER SHELF 


© RETRACTABLE 
DOORS 


¢ GLIDING DOOR 
EQUALIZERS 


© DOUBLE-WALL 
END PANELS 
FOR ADDED 
DURABILITY 


Saves upto 


60% in floor space 


You may order all or a combination of these features in units of 5, 6, 7 or 8 tiers 
(also available in three tier Counter Height); many of the components, such as doors and 
door equalizers, may be added as you wish. You enjoy all of these benefits 
only in Conserv-a-File—protected with Bonderite corrosion-resistant finish. 


SUPREME STEEL EQUIPMENT CORP. ovssezsscrseemmscncys 


50th St. & Second Avenue — Brooklyn 32, N. Y. en 


For More Information Circle No. 260 





STORE ’EM 


RONTO 


e’EM 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER ‘ 4 

sie = 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


| PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| ( Please send me your latest Pronto catalog. 
(] Have your representative call for demonstration. 


| Name 
| Address. 











| City. Zone State 


I 
PRRARKOREHHRARRKYHTESE Ss Be 
For More Information Circle No. 251 
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| mum floorspace. 


illuminated signal indicates if collated set 
has either an extra or missing sheet. Ele- 
vator receiving bin insures efficient feed- 
ing, permits loading while machine is in 
operation. Vertical design requires mini- 


Model 150 has 15 large- 
capacity loading bins to reduce reloading 


| time and can be adjusted for five or ten bin 


operation. Operates on 60 cycle, 110 volt 
AC. For More Information Circle No. 
114. 


RIBBON & CARBON TESTER 

F. Simonye, Mt. Airy & Harbourton 
Road, Lambertville, N. J., offers a noise- 
less ribbon and carbon paper tester with 
type keys that strike 86 times a minute, 


ee ee ed 

one at a time. The easy to handle ma- 
chine quickly demonstrates the quality of 
ribbons and carbon paper. It can be 
mounted on a bench or office desk, or used 
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Anyone can learn in minutes! 


BOOKKEEPING IS SO EASY WITH 
COLONIAL PAY SYSTEMS 


You get the best features of machine bookkeeping—at a 
modest cost. With training that takes minutes, anyone can do 
your payroll, accounts receivable and accounts payable 

on the Colonial Pay Posting Platen. Without loss of pace 
additional staff can be added for peak seasonal 

loads. Streamline your current accounting 

procedures without disruption and with a 

very low investment. 


JOURNAL 


For More Information Circle No. 391 
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in the manufacturing process. Worn keys 


MAIL and STOCKROOM CARTS ec tensauatietiatiaer apices pitied 


by a simple adjustment. Guard must be 


FOR EVERY NEED removed from over feed roller in testing 


carbon paper, replaced for testing ribbon. 
et pa ag Has 1/12 hp AC motor; weighs 23 Ibs. 

Venstile Ch : Motor runs at 1550 rpm. Costs $400; 

re Seay Z plated heavy gauge less counter, $375. Also available are 


Bt arial ye color ribbon inker, ribbon spooler and 
te Unnnappiilll i booting | nan-cierk. three-ply carbon paper roll rewinder. For 
seit Mine «ig with be me More Information Circle No. 148. 
casters in front — 
— rear wheel BINDER-FILE 
orks. Detachable : ee . a ad 
basket of durable Oxford Filing Supply Co., 15-6, Clinton 
2 he > § Supply 
an one - he Road, Garden City, N. Y., announces 
capacity. Frame Bindafile, a flexible post binder combined 
olds flat for stor- : P ‘ we 
ioe iadiale aaes with a pull drawer file for low cost, fast 
Carn: 20° Lt « te" 


2 i ws 
D. 


$35.4 =r Baskets: 


#116 
MIGHTY MITE 
MAIL & 

STOCK CART 

An economical 

and sturdy cart 

of plated con- 

struction with 

Plastaseal han- 

dies, 4 swivel 

casters and 3" 

wheels. Large 

chrome - plated 

top basket with 

3500 cu. in, ca- 

pacity; lower 

shelf to accom- 

modate parcels, - 
bulky items. Overall Cart dimensions: 30°' L x 17 
W x 30" H. Basket size: 25° Lx 17" Wx II" D. 


$24 50 including basket. Extra baskets — 
. $7.95 each. 
ATi. Sturdy hanging 
pA Jbl 8 8 " file folders avail- 
; able to fit above 
baskets, complete 
with frame, 15 
folders $5.00; 
extra folders 20c 
each. 


7 
= ———— 


All prices f.o.b. New York. 
Cpen accounts to rated firms. Terms Net—30 days 


WIN-HOLT EQUIPMENT CORP. 


306 Main Street, z 
Hempstead, L. 1., N. Y. reference storage of punched forms, and 


Vv i current, stored or semiactive records. 
sie snes Bindafile consists of a quickly assembled 














For More Information Circle No. 306 
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Now Venus equips the famous “cross between the 
pen and pencil”® with the remarkable new ‘Camel 
jnk-cartridge; doubles the ink supply, doubles the 
writing mileage. Result: the most efficient, econom- 
ical writing tool that ever went to work in the office. 

Another big exclusive: the new cone-shaped 
point that writes smoother, easier from any angle. 
Other great ball PEN-cil features: the slim wood 
@PAT. NO. 2,678,634 


barrel that’s light as a pencil; permanent ink that 
writes dry; nothing to twist, click or turn. And 
Venus now offers this great office favorite in 9 
models—each designed for a specific writing job. 29¢, 
39¢, 49¢, 59¢ each. Less by the dozen. Blue, black, 
red or green ink. Order from your stationer today. 


VENUS ball PEN: cil’ 





Gentlemen: 
Please send, for 
department test- © Regular (29¢). 

ing, one sample ~- areas ss 
ues O for Checking (49¢), 
color indicated. 





MAIL THIS FREE TRIAL COUPON TODAY 


D Double Duty (39¢). Camel cartridge. Ink Color. 

0 for Stenographers (49¢). Camel cart. Ink Color. 

D for Auditors (49¢). Camel cartridge. Ink Color. 

Ink Color. 

Ink Color. 

Ink Color. 

Ink Color___.. 
D Laundry Marker (59¢). Black Ink Only. 

O Liquid Velvet (29¢). Erasable Liquid Graphite. 


0-6-6! 
Venus Pen & Pencil Corp., Lewisburg, Tenn, 
NAME. 





(please print) 


FIRM NAME 





ADDRESS. 





STATIONER’S NAME 











For More Information Circle No. 400 
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TIME FOR vA * 
CHANGE; ~ 


mae ee i 


choose (@zt- 


tele (=) 4) a 
compact ‘MN iT] 


MP Jr. coin Changers 


Speed Customer Service... 


make every teller more efficient. Compact 
MP coin changers keep transaction areas 
neat—change close at hand. Precision made 
to operate smoothly. MP changers respond 
to fingertip pressure —fast! You'll be 
amazed by the improvement in customer 
relations when you install MP. 


Only MP Coin Changers... 


combine top quality features and low cost 
in the nation’s value leading, semi-auto- 
matic machine. 

@ All mechanisms fully enclosed 

@ $125 capacity—pennies thru half-dollars 
@ Removable top tray and inner storage box 
@ Lightweight construction 

@ Smart hammertone finish, decoratorcolors 


Parts and workmanship fully guaranteed. 

Only $69. See the complete line of MP 
Coin Changers at your dealer or 
write for full information today! 


METAL PRODUCTS ENGINEERING, INC. 
4000 Long Beach Avenue + Los Angeles 58, California 
For More Information Circle No. 252 





fiberboard shell that stacks and banks 
with other units to form its own “file 
cabinet,” and drawer tray that folds flat 
for desk use. Vinyl covered non-kinking 
posts anchored to tray provide full page 
visibility without removing papers. Sepa- 
rate compressor locks and protects either 
a few sheets or capacity load. Bindafile 
line includes a pinfeed model for filing 
marginally punched continuous forms in 
20 sizes for burst and unburst forms. 
Bindafile features include: cost-saving, 
functional design; removable drawer tray 
to eliminate difficult handling of binders; 
use of drawer flat on desk for short term 
active records; use of tray as protected 
file for records. For More Information 
Circle No. 117. 


PAYROLL CHECKS 


Transkrit Corp., 704 Broadway, New 
York 3, N. Y., states that substantial sav- 
ings are possible with spot carbonized 


checks for machine payroll systems. 
Savings are due to elimination of carbon 
tissue and the labor to collate it, as well as 





BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives Pre- 
cision Alignment 
For fast, accurate 
typing of bottom line 
index on all visible 
cards 
10 Card sizes— 
$2.00 to $2.45 
PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 


For More Information Circle No, 253 





RIBBONS 


for the 
RCA 501! Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 











For More Information Circle No. 254 
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padding and hand slicing. The spot car- 
bonized check is approved for machine 
use. Magnetic ink coding can be in- 
cluded. For More Information Circle 
No. 160. 


MICROFILM SCRUBBER 


Canadian Applied Research Ltd., 750_ 


Lawrence Ave. W., Toronto 19, Canada, 
has developed a scrubber to remove the 
antihalation dye backing from microfilm 
prior to processing. This improves the 


quality of automatic processing of jet- 
back film. The scrubber is an accessory 
to the Tri-Film Processor (illustrated) and 
can be installed or removed in a few min- 
utes. Changeover from standard to jet- 
back film can be rapidly made. The 
scrubber handles all three film widths 
without slowing automatic processing. 
For More Information Circle No. 184. 


STAMPAK SALES COMPANY 


386 Park Avenue South 
New York 16, New York 


| 


Losses! 


Avoid 
unexpected 
troubles! 


15 day 
free 
trial 


Thinnest shreds of any office paper 
shredder! Simple to operate — 
Convenient removable bin. 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 


For More Information Circle No. 307 





Introduces a revolutionary new rubber stamp system 


e self-stacking 
e self-inking 


e nesting up to 7 stamps in 1 stack 


New copy on order, or transfer your present stamps. 


Clean out your desk drawers 


WRITE FOR PARTICULARS. 


For More Information Circle No. 308 
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PROOF PAPER 


Appleton Coated Paper Co., Appleton, 
Wis., offers a pocket size sample kit of 
Apco Reproduction Proofing Paper which 
gives a complete picture and word story 
of reproduction proofing and its applica- 
tions. Quality differences between proofing 


on Apco and standard enamel grades are 
illustrated, with actual size and magnified 
comparison pictures. There is a question- 
and-answer section. Samples include typo- 
graphic and halftone printed proofs, as 
well as unprinted sheets of light and heavy 
weights for testing. For this sample kit, 
Circle No. 419. 


FURNITURE 


Shaw-Walker Co., Muskegon 41, Mich.. 
describes desks and chairs with new con- 
veniences and colors that are part of its 
Skyline contemporary office furniture. 
Complete facts and color illustrations. 
For Brochure No. A-320, Circle No. 173. 


CHARTING TAPES 


Mico/Tape, Inc., 6551 Sunset Blvd., 
Los Angeles 28, Calif., describes the large 
selection of colors and patterns in tapes 


216 


for charting and preparing graphs in the 
1961 edition of its catalog No. 3. It in- 
cludes title and revision blocks, product 
identification and instructional labels and 
decals, government specification marking 
tapes and labels, drafting film and cor- 
rection papers. For a copy, Circle No. 
174. 


MONEY HANDLING EQUIPMENT 


Fenco Corp., Beverly, N. J., describes 
and illustrates its complete line of cash 
drawer and cupboard units, either mobile 
or counter; special note-check and card 
files; buses; vault units, and other equip- 
ment for banks and general office use in 


STOCK wd 
custom Ralf 


; BANK COUNTER UNITS 
K 


a 20-page booklet. Stock or custom in- 
stallations. All component parts are 
guaranteed two years. For the brochure, 
Circle No. 177. 


LABELING MACHINE 


Cheshire, Inc., 1644 N. Honore St., 
Chicago 22, Iil.. offers literature which 
describes how Cheshire’s rotary head 
Model E machine applies address labels 
to post cards, envelopes, pamphlets, bro- 
chures and quarterfold tabloids. Machine 
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Another Record-Handling Advance by DIEBOLD, First Name in Record Mechanization! 


PUSH-BUTTON SPEED AND CONVENIENCE FOR 
MASS RECORD HANDLING 


DIEBOLD 


POWER-SHELF 
FILING 


A new concept in time-saving, convenient 
record handling has been introduced by 
Diebold Power-Shelf filing. A touch of a 
button brings any one of thousands of 
different records to convenient reference 
level—swiftly, silently, electrically. It’s like 
having the contents of 32 file drawers 
within fingertip reach: there's no climbing, 
stooping, stretching or walking to find or 
file a record! No drawers to open or close. 


Bring these important time and space 


Savings to your office. Use coupon below re] SD een Seow Sonny Severe (es 


+ Each shelf is con- Reference Level! 


to get complete information on Diebold —j=j}-; (raved bY 2 push Diebold 


button...a touch of 4 Shelf 
$ ; ower-She ‘ 
. 3 ton brings the 
- | i$ a but & filing brings 
Power-Shelf filing! AH required. records te filing brings 
ek reference level — to convenient ee 
swiftly and silently reference leve can be 
equipped for standing or sitting 
reference or both! 





DIEBOLD, Incorporated Dept. O£-124 
Canton 2, Ohio: 


Gentlemen: Please send complete information on Power-Shelf Filing 
Name mintedpoen 


INCORPORATED CANTON 2, OHIO _ 


IN CANADA Institution 
DIEBOLD OF CANADA, LTD. eaivecn 


TORONTO City Zone State 


For More Information Circle No. 
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labels printed pieces from 34%” x 5%” 
to 11” x 14%” up to 3/16” thick at con- 
trollable speeds of 4500 to 16,000 per 
hour. Machine automatically feeds and 
applies all labels (continuous pack, roll 
strip, Addressograph electronic facsimile 
printed strip, IBM 407 strip, and cut 
single labels) which are preaddressed from 
punched cards, plates, stencils or mag- 
netic tapes. Also applies government and 


premium stamps. 
166. 


For a copy, Circie No. 


ADHESIVE TAPES 

Topflight Corp., 160 East 9th St., York, 
Pa., offers Bulletin TB-61-15M _ which 
cites nine problems for application of 
pressure-sensitive tapes. The 12-page, 
four-color brochure also includes a two- 
page Pressure-Sensitive Planning Guide 
which lists 14 frequently used liner-backed 


There’s something about a Bentson steel 
desk that adds stature to every office. 
Makes a man feel like an executive, and 
gives him pride that often leads to su- 
perior job performance. 


There are scores of reasons why, includ- 
ing Bentson’s modern styling, finest 
quality construction, and lasting beauty. 
Plus the convenience of an efficient desk 
with smooth, quiet drawer operation 
and built-in comfort. 


No wonder Bentson has such broad ap- 
peal — for the youngest exec or the 
board chairman. Quality furniture is a 
good investment. See your Bentson 
dealer or write for catalog today. 


BENTSON MFG. CO. 
650 Highland Avenue, Aurora, Ill. 


For More Information \.ircle No. 265 


labeling materials 
and 21 tapes, giv- 
ing physical char- 
acteristics and sug- 
gested uses. For a 
copy, Circle No. 
178. 


FORMS 
IMPROVEMENT 
IDEAS 


Watts Business 
Forms Div., Alfred 
Allen Watts Co., 
Clifton, N. J., of- 
fers ‘‘Business 
Forms as a Man- 
agement Tool,’’ 
which “describes 
why the entire 
spectrum of busi- 
ness paperwork has 
become a major 
area of increased 
management a- 
wareness.” Docu- 
mented with 14 
case histories which 
illustrate the re- 
sults possible 
through improved 
design, function 
and control of 
forms. A_ feature 
is a series of ten 
brief questions 
which quickly 
point out possible 
troublesome areas 
in the usage of 
_forms. For a copy, 
| Circle No. 170. 
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ROTARY FILES 


Wright Line Div., Barry Wright Corp., 
160 Gold Star Blvd., Worcester 6, Mass., 
offers a detailed bulletin on its line of 
modern, motorized rotary files which 
outlines operational and functional fea- 
tures, as well as partial list of users. 
Wright Line rotary files eliminate un- 
necessary walking, reaching, stooping, 
pushing and pulling, increase overall office 
efficiency and reduce worker fatigue. Op- 
tional equipment to supplement Models 
40 and 60, and Consoles 1 and 11 are 
also listed. For a copy, Circle No, 167. 


IMPROVING EFFICIENCY 


Smith-Corona Marchant Inc., 410 Park 
Ave., New York 22, N. Y., offers a book- 
let, “50 Checkpoints to Help Improve 
Your Office and Personnel Efficiency,” 
which contains suggestions for improving 


office efficiency while helping to cut over- 
head costs. These suggestions, while being 
helpful to the boss, are also « boon to the 
busy office gal because they help her work 
faster, more efficiently, and at a saving 
to her employer. For a free copy, Circle 
No. 168. 


PHOTOCOPIERS 


Speed-O-Print Corp., 1801 W. Lareh- 
mont Ave., Chicago 13, IIl., describes its 
photocopiers in three two-color, four-page 
brochures. One describes Models 9-A and 
15-A tabletop photocopiers; one describes 
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~ You Get Things Done With 
Boardmaster Visual Control 


qagadck ese 
= eosesssoanaa 
eee 


é Cen pee 
‘\ . ig “Feteear oman meee 
b> ss | 


jx Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

sy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

‘’ Simple to operate—Type or Write on 
Cards, Snap in Grooves 

Jv Ideal for Production, 
Scheduling, Sales, Etc. 

jx Made of Metal, Compact and Attrac- 
tive. Over 500,000 in Use 


Full price $4950 with cards 
FREE 24-PAGE BOOKLET NO. F-300 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carelina 
For More Information Circle No. 255 
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Ask Sure-Rite! Every month, one or 
more new product ideas—plus 

over 750 best-selling items in the big 
Sure-Rite catalog. Write today. 

Learn what's new for you in profits! 


ww 
American Stencil Mfg. Co. 


If it’s new, Sure-Rite has it! 


| 2714 WALNUT STREET © DENVER 5, COLORADO 


For More Information Circle No. 256 
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FAST LOW COST 
ADDRESSING 


Envelopes, Circulars, 
Postcards, Etc. 
Faster than 7 Typists 


Model 99 


____.NO PLATES 
~~NO STENCILS 
\ NO RIBBONS 


ee 4 
. iN NO INK 


My 


ONLY * * 
$99.50 Automatic Drive’ 
- moves envelopes into printing 
plus position automatically. 
federal exc. Prints from paper address slips 
tax prepared on your typewriter — or 
written with a ball point pen. 
s Low initial cost—simple to install 
— low operating cost. 
Address card has ample area for 
keeping records. Use it for record 
information as well as address in- 
formation, if you wish. 


FULLY WARRANTED 
For more information and dealer 
name write 


MASTER ADDRESSER COMPANY 
6500-0 West Lake Street Minneapolis 26, Minn. 
For More Information Circle No. 266 
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OPPORTUNITY 


OF A LIFETIME! 


APPLICATIONS NOW BEING ACCEPTED 
FOR THE MOST LUCRATIVE FRAN- 
CHISE IN MANY YEARS 


SECURE! DEPRESSION FREE! 


Limited Investment Required / 
For Full Details Write today .. . 


Box 661, Office Publications, Inc. 
232 Madison Ave., New York 16, N. Y. 





| a Day.” 
| office furniture and furnishings, the plan 
| is practical for both large and small busi- 








Models 9-B and 15-B, also tabletop mod- 
els; one describes Models 9-C and 15-C, 
floor models that are complete photocopy- 
ing departments. All models make copies 
9” or 15” wide by any length. For these 
brochures, Circle No. 176. 


MACHINE ACCOUNTING LABELS 


Pee Cee Tape & Label Co., 521 N. La 
Brea Ave., Los Angeles 36, Calif., offers — 
a brochure, “Speed & Savings,” show- 
application of marignally 


SPEED 
Cop 
SAVINGS 


punched pressure sensitive labels for ma- 


Included are suggested 
in electronic data 
actual samples, 
For a copy, 


chine accounting. 
uses for these labels 
processing machines, 
prices and _ specifications. 
Circle No, 179. 


LEASE PLAN 


Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y., describes the fea- 
tures and rates of its lease plan in a 
folder, “You Can Have All This for 39c 
Said to be most economical for 


nesses. Leases may be had for up to ten 
years and require no down payment. For 
a copy, Circle No. 165. 


INDEX TAB 


Labelon Tape Co., 10 Chapin St., Can- 
andaigua, N. Y., makes a _ self-sticking 
index tab fully protected by an overlay of 
clear Mylar. Labelon Mylar Tabs come 
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Now! The Only Sure Way To Keep Confidential Papers 


we SECRET 


UNREADABLE 
\ SHREDS COME 


OUT HERE 


No surer, faster or safer way to Liaw FREE: Illustrated, 
keep confidential papers secret eG descriptive folder 
than by positively destroying ich a giving details of 
them. Do it right in your own f =e 
office with the new Shredmaster ad ree trial. Jus 
Bantam 10. Anyone can use it. TET eth write today to 
Handsome and modern in design, Waigi DEPT. A-6. 
clean and quiet in operation. Now A 

at a new low price. (Other models 

of greater capacity available.) 


THE 


SHREDMASTER 


CORPORATION 
384 Woodcleft Ave. 
Freeport, N. Y. 
Since 1942 — First and Foremost 
in Office Shredding Machines 


For More Information Circle No. 229 
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Pi a 
STUB-FLO® 
puts it there 
everytime! 
Now positive “in-register” 
continuous carbon interleaved 
forms semgtene — designed 
especially tor tabulating, Teletype 
and all other high speed writing 
and billing machines. 
Each copy and carbon rary ford 
electro-glued guaranteeing last 


copy impression clear and 
accurate as the original. 


WRITE FOR FREE SAMPLES 
Find us Fast in The Yellow Pages 


@® REGISTERED 


THE HAMILTON 
AUTOGRAPHIC 
REGISTER CO. 

_ Iton, Ohio 


For More Information Circle No. 257 
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¥%” wide in 6” long strips which are typed 
or written upon, cut to desired length and 
folded over the protective Mylar covering. 
No inserts or moistening are required. 


| Tab can be extended to top of file folder, 


or mounted flush with top of folder. 
Mylar overiay prevents it being dirtied, 
marred or easily torn. Accommodates 
one, two or three lines of type and two 
additional lines below border. For coding, 
tabs have borders of black, blue, red, yel- 
low and green. Packaged in boxes of 16 
6” strips at $1.25 per box. For free sam- 
ples, Circle No. 186. 


SHELF FILES 


Visi-Shelf File, Inc., 105 Chambers St., 
New York 7, N. Y., offers a catalog de- 
scribing the Visi-Shelf Filing System. It 
includes the new series of Visi-Shelf units 
designed to solve every filing problem. 
The D, O and E series Visi-Shelf filing 
units come in 30” and 36” widths, four 
heights with from seven to ten openings, 
providing 96 different styles and filing 
combinations. For a copy, Circle No. 
171. 


ALMANAC & VACATION 
CALENDAR 
Manpower, Inc., 820 N. Plankinton Ave., 
Milwaukee 1, Wis., offers its 1961 Business 
Almanac and Vacation Calendar, “a com- 


1 MANPOWER 


19Gl 


ots 





BUSINESS ALMANAC 
& cacation catendar 
heing « VACATION «nd MEMO 
CALENDAR and compenstinm of 


ueinpower servings and incudentel 





tutelligence for the wise binineoman 


Presemtre tor rewr deity 
folenemer 
manger or ime 








SRA ARE Fy 
pendium of manpower services and 


incidental intelligence for the wise busi- 
nessman.” Listed are pertinent data on 
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holidays, care and maintenance of office 
machines, moving, shipping and _ storage 
of items and due dates for federal taxes. 
Another section describes the real cost 
of a $1.50 per hour employee, showing 
the high costs of hiring, fringe benefits, 
training and insurance. The principal 
marketing areas of the nation are listed 
by area, state and rank. For a copy, 
Circle No. 163. 


FLUID 
DUPLICATING 
MASTER 
PREPARATION 


A; 3B. Dick -Coa., 
5700 W. Touhy 
Ave., Chicago 48, 
Ill., offers a four- 
page folder which 
tells how to pre- 
pare a fluid dupli- 
cating master au- 
tomatically in four 
seconds. “How a 
New Kind of Pa- 
per Can Ease the 
Squeeze on Profits” 
describes the Azo- 
fax process, tells 
how to turn an 
original copy into 
a master without 
retyping, how to 
reduce the size and 
cost of multipart 
carbon sets, and 
how to use Azo- 
fax to speed pa- 
perwork in engi- 
neering, account- 
ing, ordering, ship- 
ping, data process- 
ing and other areas 
of heavy paper- 
work. The A. B. 
Dick Azofax proc- | 


ess is said to lower cost of copies to less 
than Y%c each. Those who now have 
either a fluid duplicator or a heat-transfer 
office copier may already have 50% of 
the equipment needed. For the brochure, 
Circle No. 172. 


MAIL CARRIERS 


Can-Pro Corp., 30 E. McWilliam Str., 
Fond du Lac, Wis., describes its Security 


DATERS 


for SMALL 


and LARGE 
SPACES 


JAN 23757 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3 Ist 
day change. Bold day figures , 
are easy to see. 7. 
Write for Catalog “= 


NOV 26 197 


& CO., Incorporated 
216 Nichols Ave 
Brooklyn 8, N.Y 


For More Information Circle No. 268 
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Mail Bags with built-in locks and its fold- 
ing leather mail bags in a four-page color 
brochure. Also described are a mobile 
three-bag mail cart; office distributing 
cases, shoulder style; rolling style case; 
bulk mail bag holders and carts, mail bag 
holder; mail bags in regulation Post Office 
size; metal rope ties, night depository bags, 
zipper cash bags and janitor carts. For 
a copy, Circle No. 183. 


PORTABLE TYPEWRITERS 


Imexco Trading Corp., 5 East 17th St., 
New York 3, N. Y., offers a colorful illus- 
trated brochure describing the complete 
line of Triumph Portable Typewriters, 
featuring smart, modernistic styling and 
attractive carry-cases. Designed for light 
touch, quiet action and top speed, they 
include the super slim Tippa, “for busy 
people going places,” the Gabriele “effi- 
cient helpmate for the modern family” 
and the Perfekt “for those who demand 
the very best.” For brochure, Circle No. 
169. 


ELECTRIC SHELF FILES 


Diebold, Inc., Canton 2, Ohio, describes 
“Diebold Power Shelf Filing,” in an eight- 
page color brochure which offers illustra- 


ee a 
a ~ “ pm 
sere meneame cana 
ECR 
¢ 
me ama 


tions of the operating efficiency and space- 
saving potentialities of the file. Also illus- 
trated are Tilt Tab File Guides and the 
Diebold A#BC, alphanumeric block cap- 


How to Keep Track of Every Key 


TELKEE KEY CONTROL 


$73.90 Complete 


(75 capacity) 
ry ery 7 


TELKEE simplicity tags and num- 
bers keys, in order. Visible index 
identifies keys by lock location, 
number, description. 


TELKEE convenience shows all 
keys at a glance. Locates loaned 
or assigned keys instantly. Saves 
time, saves money. TELKEE se- 
curity provides complete continu- 
ous record of all keys issued. Key 
identities known only to author- 
ized personnel. 


Available in 10 models. 33 capac- 
ities from 21 to 2240. Compact 
cabinet of fine furniture steel, tens 
of thousands in use in offices, in- 
dustrial plants, hotels, stores, 
schools, hospitals, and public 
buildings, large and small, in USA, 
Canada, and overseas. 


FREE 16 page booklet. No obili- 
gation. Write for your copy today. 


0. MOORE, INC. cten rivpte 3s, pa. 


For More Information Circle No. 258 
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tion packaged guiding system. Pushbutton 
operation of the power files eliminates 
stoop, stretch and climb. By using “air 
space” and eliminating waste requirements 
of “drawer opening space,” Diebold 
Power Shelf Files provide greater than 
50% savings in floorspace. Complete 
specifications on 12 standard models, en- 
gineering features, safety controls and 
other innovations are discussed. For a 
copy, Circle No. 175, 


PAYROLL SYSTEMS 
Colonial Pay Systems Div., 
Salesbook Corp., 199 Lafayette St., New 
York 12, N. Y., offers a selling kit for 
dealers who wish to handle the complete 
line of Colonial Pay Systems. The $10 


kit consists of a pouch for carrying a pro- | 


motional binder and other sales material. 
Binder contains brochures, operation 
manuals for each of the major systems 


and glossy photographs of the equipment | 


and systems. Kit includes price list show- 
ing dealer discounts. Write to above ad- 
dress. 
COPYING FILMS 
Gevaert Co. of America, Inc., 321 West 


54th St., New York 19, N. Y., offers a 
four-page folder 


in Duplo Pan, Duplo Pan Rapid and 


Duplo Copy Films. For folder No. 21.- 
1980-(1160), Circle No. 164. 
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Colonial | 


} I Name 


| | Company__ 


which describes the | 
characteristics and various sizes available | 


CUT COSTS with 


The INVISIBLE fagiie magic 


FOR HANDLING PAPERS FASTER 


Z% 


NO MOREE: YS RUBBER FINGERS... 
| 


NO MORE MESSY <4 x SPONGES 


Just apply SortKwtk to fingertips 
for greaseless, stainless, tacky film. 
See how easy it is to pick up ig sma 
of all kinds. One application is 
lasting. Contains no drying alcohol. 
Washes off easily. Widely used in 
offices throughout the country. Try 


it and see why. 


ONLY 50¢ EACH 
AT YOUR 
STATIONERS 


1 
1LEE PRODUCTS COMPANY | 
I Dept. O-6, 2736 Lyndale Ave. So. # Mpls. 8, Minn, 

(_] Please send me 2 regular size containers 


for $1.00 postpaid. 








{ Street___ 





| 
| 
| 
| 
onal 
| 
| 
1 
a 
a 


t 
Copyright 1961 Lee Products C 
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© FAST 
© EFFICIENT 


NEGATIVES 
STENCILS e¢ 


MASTERS 


The Atlas DeLuxe Model 
NOW 
Available in Four Widths 


A DeLuxe—Files 600 
items to 1042" wide x 22” 


B DeLuxe—Files 600 
items to 13” wide x 22” 


E DeLuxe—Files 600 
items to 17” wide x 22” 


C DeLuxe—Files 600 
items to 21” wide x 22” 
(C DeLuxe Illustrated) 


All DeLuxe Models are 
equipped with casters. 





SKETCHES e 


2 Atlas 


© ECONOMICAL 
© SAFE 


FOR 


OFFSET PLATES 
ARTWORK 
© X-RAYS 


ATLAS 
VERTICAL FILING SYSTEMS 


manufactures a 
complete line of 11%”, 
14”, 18” and 22” hangers 
for the DeLuxe Models 
and for larger and small 
er cabinets which are also 
available. Hangers are 
manufactured in_ styles 
and sizes for all types of 
plates, negatives, stencils, 
artwork, swatches, etc, 
Illustrated is one of the 
four sizes of the Atlas 
Nega-Plate hanger 


Write for complete 
literature 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 


| quirements, 
changing all copies when necessary. In 
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| Procedure Manual 


(Continued from page 91) 


| whole sections must be revised. For this 
| reason a loose leaf format has advan- 


tages. There should be at least one 
master copy of the manual on file in 


| the office and segments should be re- 


produced as required for use on the 
job by operating personnel. Do not re- 
produce copies in excess of actual re- 
since this complicates 


large installations where several copies 
must be distributed to operate conven- 
iently, control of distribution and 
subsequent up-dating of procedures 
becomes an important part of the job. 

Include in the manual itself, or as an 
adjunct to it, a complete file of all forms, 
reports and documents which are pro- 
duced by the procedures. Source docu- 
ments, work sheets, etc., should be on 
hand and available when needed. It is 


| often necessary to refer to past reports 


to clarify small details. The accessibil- 
ity of this type of reference can some- 
times mean the difference between an 
operator resorting to guesswork as op- 
posed to checking the record. 

A check system should be devised by 


| Management to ascertain that the man- 


ual is being kept up-to-date and changes 
recorded in all copies as they occur. 
Personnel using the manual on the job 
should be questioned with regard to 
their appraisal of the instructions they 
are following. Are they experiencing 
difficulty in understanding any particu- 
lar part of the write-up? Do they feel 
anything of value is missing? Are there 
any changes they would like to suggest? 

Where the number of sample forms 
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reproduce this baby right in your office! 
(by mimeograph) 


It’s child’s play to print any photograph, office 
form, art work, literature—printing of any kind 
with the revolutionary new Super Rex-Rotary 
(D-490). This rugged, fully automated Super 
Rex is constructed on principles of a printing 
press. Non-leaking printer’s paste ink is auto- 
matically fed and evenly distributed to its 
dual cylinders, producing uniformly inked 
copies of unequalled clarity. 

The incredibly accurate preci- 

sion-register makes sparkling 


MAKES EXCELLENT OFFSET 


multi-color work easy. And the Super Rex can 
even collate while you print. ) The astound- 
ing Electro-Rex electronically etches any 
Original onto an inexpensive mimeo-stencil* 
for producing thousands of copies. Buy or 
lease one or both and do your professional 
printing for pennies. Call your nearest fran- 
chised Rex-Rotary dealer today, or write: 
, REX- ROTARY DISTRIBUTING 

! CORPORATION, 387 Park Avenue 

South, New York |6, New York. 


FREE WITHOUT OBLIGATION (© PLEASE ARRANGE 
TO REPRODUCE A BABY OR ANY OTHER HALFTONE IN 
MY OFFICE. 0 OR SEND ME THE ASTOUNDING FACTS 


ee -_" ” iii 
ADDRESS pence eatimam 





PROBLEMS 
SOLVED 


3 PHONE 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
72 Madison Ave. 








New York 16 











HIGHEST 
QUALITY 
PRODUCTS 


“Saw » 
SOS 
— 


CASHERE CORPORATION 


Successor to’ International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill 


_ For More Information Circle No. 275 





is large, it is helpful to put special 
segments of the manual in job folders or 
envelopes. For example, a write-up con- 
taining 23 major projects or applica- 
tions such as billing, payroll, accounts 
payable, etc., might be divided into 23 
separate job folders, each a complete 
unit in itself containing write-up, flow- 
charts, sample forms, diagrams and job 
set-up instructions. 

The folder must be positively identi- 
fied with job number and description, 
and accompany the documents neces- 
sary to carry out the procedure right 
down the line until completed. Depend- 
ing on the size of the operation and the 
number of people involved in process- 
ing, it might be advisable to further 
subdivide a single project into as many 
subclassifications as convenient. For 
example, one procedure folder might 
cover the operations of the clerical 
section, another of the punched card 
installation, etc. Business equipment 
manufacturers can be helpful in furnish- 
ing suggestions, and sometimes samples 
of folders and job layout sheets along 


OFFICE MANAGERS— 
Here's How You Can Cut Office Expenses 
As You Build Office Efficiency 


—__ > 

















RIBBONS 


for the 


Univac Printer 
PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 
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Use Gardner’s SUPER-RITER & FOTOCOPY Office Desk 
Pens and $ave. Mfd. to uniform Exacting specifications 
Inks in both pens tested & found to be satisfactory after 
minimum 2 years normal shelf storage, Inks unaffected 
by exposure to elevated or sub-zero temperature for 
extended periods of time. Tests ranged from 140°F above 
to 40°F below zero. Only FORMULABS® pretested inks 
used! 
SUPER-RITER Superthin point for visible record cards, 
charts, fine figure work—<Accountants, Auditors, Bankers, 
Bookkeepers, 
FOTOCOPY for use with Thermo-Fax & other copying 
machines. Blue, Black, Green, Red ink. 
Talk about Economy! We pay postage anywhere in 
U.S.A. Your NET Cost: Retail 39c each. 

1 doz. —$ 3.25 Both Super Riter & 

3 doz. — 3.10 doz. Fotocopy pens and 

6 to 11 doz. — 3.00 doz. 


ink colors may he 
| gross — 28.50 gro. assorted in doz. lots 
2 gross up — 24.00 per gro. 
10-day Return Guarantee. You can’t lose, Buy in quan 
tity and $ave. Order now from 
GARDNER STAMP COMPANY 
166 S. Washington St, Wilkes-Barre, ra. 


For More Information Circle No. 277 
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this line. Also available from manufac- 
turers are samples of various types of 
flow charts and tools for drawing them. 

Finally, it might be helpful to refer 
to a check list to determine that im- 
portant points have been covered. If the 
manual is to serve its purpose as in- 
tended satisfactory answers must be 
given to the following questions. 

1. Is scheduling of paperwork flow, 
both in and out, included in the manual? 

2. Is the language concise, and simply 
written? 

3. Are easy-to-follow flow charts in- 
cluded with the text? 

4. Are set-up instructions for ma- 
chines included? 

5. Are sample documents and reports 
included? 


6. Does the manual have loose-leaf 
flexibility or its equivalent? 


7. Is there a complete detailed break- 
down of all operations, step-by-step? 
Nothing left to guesswork? 

8. Does the manual include instruc- 
tions as to the number of copies re- 
quired for each report, along with a 
distribution schedule for all outgoing 
documents. 

9. Have adequate control provisions 
been made to cover distribution of man- 
ual copies, and to make sure all copies 
are kept current as changes occur? 

10. This is the acid test of a good 
procedure manual: If the individual who 
normally performs a specific job is not 
available, will the procedure manual 
able a substitute employee (with 
necessary training and skills, but 
familiar with the job) to follow 
instructions and get the work 
properly and on time? 


YOU CAN DEPEND ON A ROBERTS 


(Since 1889) 


Model 95. You have 
a choice of five 
movements — con- 
secutive, duplicate, 
triplicate, quadrup- 
licate and repeat, 
controlled by a lock- 
ing dial. Smooth 
balanced action, 6 to 
11 wheels, rugged 
and flexible. One of 
a full line of famous 
Roberts numbering 
machines. 


Model 90. You dial 
the action wanted 
(up to 13) on outer 
circle. Inner circle 
tells number of 
impressions run off. 
Also 3 standard 
movements. Write 
Roberts Numbering 
Machine Division, 
Heller Roberts Mfg. 
Corp., 700 Jamaica 
Ave., Brooklyn 8, 
N. Y. 


HELLER ROBERTS 


Manufacturing Corporation 


For More Information Circle No. 278 
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NOMA Elects Taylor 


Dr. J. R. Taylor, 
chairman of the 
business department 
and director of the 
graduate school of 
business at Wayne 
State University, 
Detroit, was elected 
president of Na- 
tional Office Man- 
agement Assn. last Dr 
month. W. L. 
Myers, Vegetable Oil Products, Co., Wil- 
mington, Calif., is Ist vice president. The 
NOMA Fellowship Award went to Wil- 
liam A. Patterson, president, United Air 
Lines, Inc., Chicago. The Leffingwell 
medal was presented to E. J. D. Ruther- 
ford, chief accountant, Carling Breweries, 
Ltd., Vancouver. The 43rd annual con- 
ference will be in San Francisco, May 20- 
24, 1962. 


U. S. Office of Automation 


An Office of Automation & Manpower 
has been set up for the federal govern- 
ment. Placed in charge by Labor Sec- 
retary Arthur J. Goldberg was Seymour 
Wolfbein, an economist with the Labor 
Dept. Mr. Wolfbein plans to set up a 
labor-management clearing house for in- 
formation, as an attempt to permit in- 
dustry to plan ahead and soften the impact 
of automation. 


Pilot Fallout Shelter 


Providing protection against radioactive 
fallout in large office buildings can cost 
as little as $40 per person, says Lt. Gen. 
F. W. Farrell, director, Civil Defense 


. J. R. Taylor 
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Commission. General Farrell’s cost esti- 
mate followed New York Gov. Rocke- 
feller’s announcement that the basement 
of the capitol in Albany, with only minor 
alterations, was converted to a shelter for 
1100 persons. 


Accountants Expect 2500 

The 42nd international accounting con- 
ference of the National Assn. of Accoun- 
tants, June 18-21, at the Waldorf-Astoria 
Hotel, New York, will feature 30 top cor- 
porate executives and ranking accounting 
and business experts as speakers and panel 
members. Officials expect an attendance 
of more than 2500 members to hear dis- 
cussions of such subjects as direct cost- 
ing, clerical cost reduction, costs for pric- 
ing, and management of cash and cash 
items, inventories and long-term capital 
expenditure. 


Maude to Cut Banks’ Costs 


Maude, which stands for Manual and 
Uninteresting Daily Essentials, was orig- 
inated by Jack Raleigh, technical direc- 
tor, Assn. for Bank Audit, Control & 
Operation, who says, Maude is related 
to the manual aspects of automation but 
is not confined to this area, nor is she 
exclusively concerned with people. She 
crops up in things as well. One bank 
was making a routine survey-of its forms, 
and stumbled on many different envelopes. 
By spreading out all the different styles 
on a table, marking the quantity and 
unit cost on each, it became apparent that 
money was being wasted. This saved 
$12,000 a year on envelopes alone. Mr. 
Raleigh observed that, after more than 20 
years in banking, “I have formed the 
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‘IT'S NO SURPRISE... to find an egg inside an egg shell. 
They go together. Also, it’s no surprise to find a visibly better 
PLOVER Bonp letterhead inside a visibly better matching envelope. 
Business people give more attention to handsome envelopes — and 
letterheads. It’s necessary that both are visibly better. Your com- 
pany letterhead is the single most important image builder you have, 
but its envelope has to be opened before it can be seen and read. 
White, bright, strong PLOVER Bonp letterheads and envelopes are 
an unbeatable team. Specify visibly better PLOVER BOND with 
matching envelopes — they go together — naturally. 


WHITING- . PAPER COMPANY STEVENS POINT WISCONSIN 
B 0 N 0) V 
better papers are made with cotton fiber 
‘ 


For More Information Circle No. 387 
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» Write 
best of all 


ee» because 


precision 


typewriter $s they’re built 
best of all 


vera 
Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned key- 
tops. Precision-built to the highest | 
standards in Europe’s largest, most mod- , 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 


—— 


any other typewriter. You [| Fina your nearest 
os | Authorized Olympia 


will find Olympia a solid | Dealer In the 
. P a Yellow Pages 
investment in efficiency. 





OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 
For More Information Circle No. 392 
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impression that whenever bankers feel the 
need to increase profits, they know only 
one way to do it—by increasing income 
or increasing charges. While there are 
exceptions, I have seen very little in the 
way of true cost control. Other indus- 
tries are far ahead of us.” 


Information Handling 


The ISR Div. has been formed by FMA, 
Inc. of El Segundo, Calif., to provide 
nationwide consulting services in the field 
of information handling, storage and re- 
trieval systems. Edward T. Freel, who 
heads the ISR Div. at 4925 Fairmont Ave., 
Washington 14, D.C., offers a brochure 
explaining the service. 


Noteworthy EDP Articles 


The management consulting services re- 
search staff of Lybrand, Ross Bros. & 
Montgomery, New York management 
consultants, has included 34 articles from 
THE OFFICE in its “Electronic Data 
Processing—Subject Bibliography of Peri- 
odical Literature—1960.” Approximately 
75 periodicals published during the year 
were reviewed and articles of interest in 
the field of electronic data processing were 
selected. The bibliography is distributed 
as a service to clients of the firm. 


Packaged Data Processing 


A series of “package” programs to pro- 
vide low-cost electronic data processing 
services for companies without computers 
was announced by National Cash Register 
Co. The services will be available at three 
NCR Data Processing Centers in New 
York, Dayton, Ohio, and suburban Los 
Angeles, according to T. R. Bitterly, 
supervisor of the centers. Each utilizes 
the large-scale NCR 304 system. One of 
the first users is a meat-packing company 
in Puerto Rico which airmails tapes to 
New York, receiving management reports 
by return mail. Complete sales analyses 
for industrial companies, for example, 
start from $100 a month for up to 4000 
transactions, with a charge of $20 for. 
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Dr. Wernher von Braun, director, George 
C. Marshall Space Flight Center, Nationa! 
Aeronautics & Space Administration, 
Huntsville, Ala., received the International 
Boss of the Year plaque from Evelyn G. 
Day, president, National Secretaries Assn. 
Mrs. von Braun is at left, and Bonnie G. 
Holmes, Dr. von Braun’s secretary, who 
nominated him for the honor, is at right. 


each additional 1000 transactions ana- 
lyzed. Sales’ analyses and merchandise 
control reports for retail stores are $2.25 
to $6 per 1000 transactions, depending 
upon the store’s requirements. Analyses 
of salespersons’ individual performances 
in chain and department stores is $2.25 
per 1000 transactions. In most cases, the 
new package service provides 48-hour 
service to users. 


Predict Employment Increase 


Employment will take a definite up- 
swing in the coming quarter according to 
28% of business leaders throughout the 
nation, polled in an independent employ- 
ment outlook survey by Manpower, Inc., 
temporary help and business service firm. 
In addition, tabulations released by Elmer 
L. Winter, Manpower president, show 
that 64% of the businessmen anticipate 
employment requirements to remain the 
same; only 4% expect a decrease. The 
remainder gave no opinion. “This is a 
sharp contrast to our last quarterly survey 
when only 15% predicted increases in 
employment needs,” Mr. Winter said. 
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SYVTRON 


VISRAY ORY 
BUSINESS FORM 


JOGGERS 


—ease all 
your paper 
handling jobs 


syntron Business Form Joggers increase paper handling 
efficiency at every operation— preparing mail for opening, 
aligning invoices, punch cards, statements, cancelled 
checks, salesmen’s reports, and other office materials. 
Eliminate slow manual jogging, speed office work by the 
use of simple vibration rheostat controlled for easy 
instant adjustment 


Simplicity oj design assures long dependable service life 
with very low maintenance. 


Syntron Business Form Joggers are fast (3600 vibrations 
per minute), efficient, and effective—tilting rack mode! 
available with two, three, or four bin dividers 


Write for detailed information today. 
61PI5 


SYV7TRCN 
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Copying Machine 


(Continued from page 120) 


ranges from about eight to less than 100 
copies with much work falling below 
20 copies. 

In the past, such things as interoffice 
memos would be handled on carbon 
copies with a girl sometimes typing two 
or three runs of up to ten copies each 
of the same document. For safety re- 
ports and monthly financial statements 
where up to 90 copies might be needed, 
the material would be sent out for print- 
ing, and take 24 hours or more. Now 
we handle many of these duplicating 
tasks with systems papers developed for 
use in Thermo-Fax copying machines. 
A pink paper serves as the original with 
white, stationery weight copy paper. 

The girls can use the pink paper as 
the original or, in some cases, as the 
second sheet and thus have only one 


The author (right) checks the quality of 
the machine-made copies. 
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copy to handle in their typewriters. 
From this one pink sheet they can use 
the copying machine to quickly make up 
to 25, and sometimes more, uniformly 
high quality copies on the white paper. 
The image on the white paper is per- 
manent and as sharp and clear as the 
original regardless of whether the copy 
is the first or the 15th. If necessary, the 
white copies can be used to make any 
number of other . 
reproductions on 
regular copy pa- | 
pers. If a typing | 
mistake is made, 
the original 
erases easily. 

Our heavy di- 
vision will some- 
times enter into 
joint bid ven- 
tures with several 
other companies. 
Here the copy 
papers make an 
excellent medium 
for circulating 
bid instructions. 
When J. D. P. is 
the sponsor on a 
project and in 
charge of coordi- 
nating the bid- 
ding, instructions 
are typed on the 
pink paper as 
they are made 
up. Then, instead 
of sending a co- 
bidder a carbon 
copy or taking 
the time to have 
them all printed, 


Open 


Corres-File (ae 


the division sends out easily read copies 
on the white paper with no time lag. 

In the same manner, we have trim- 
med days of delay off the typing and 
sending of cost control information to 
our branch offices. In the past, we had 
the statements printed up in increments 
after they were typed. One batch going 
out at noon one day, for instance, would 
not be back in the office for mailing 


Single Pedestal 


Rotor-File Desx 


NEW PROFITS 
with WASSELL WORK 
ORGANIZERS 


Wassell revolving files bring the 

work to the clerk: 

¢ Turn walking hours into 
working hours 

« Save up to 50% of filing time 

¢ Increase accuracy, efficiency 
and clerk morale 

And another big saving: Wassell 

Work Organizer revolving files save 

up to 40% in floor space. Send 

for your free literature on Work 

Organizers for the Sixties. 


> 


~, 
WASSELL ORGANIZATION INC. 
ae 


DEPT. 0-6, WESTPORT, CONNECTICUT 


For More Information Circle No. 279 
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NO 
OTHER 
PAPER CUTTER 





SIZES 14” & 18” 
(€2012" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches, 


Order from your dealer or 
MICHAEL LITH sales corp. 
*145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 297 








RIBBONS 


for the 


Honeywell-Datamatic Printer 
PRICES ON REQUEST 


H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 
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The copies are sorted for interoffice dis- 
tribution. 


until noon the next day. Now, a girl 
types the information on pink systems 
paper and runs off copies for mailing 
immediately. We almost always needed 
an overrun of printed copies to make 
sure we had enough. Now, we simply 
run them off as needed on the copying 
machine. The same method is used for 
safety reports which are sent monthly 
to safety representatives in each branch. 

We have had some of the pink paper 
printed with our intercompany letter- 
head to save extra typing time and are 
investigating the possibility of using it 
in other preprinted forms. We also have 
eliminated the problem of file docu- 
ments that sometimes are nearly illeg- 
ible and almost impossible to use for 
making copies. Most of the time it’s the 


| last carbon in the book that is filed and 


when you have a book of ten carbons, 
that last one can be quite dim. Now we 
file the pink masters or one of the white 


| Sheets. The cost of the copying paper 


averages out to less than 2c per copy. 
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Are You Planning 


NEW or MODERNIZED 
OFFICES ? 


I have smartly-styled Desk Accessories ...I'd like to show you. 
They range from the inexpensive to top quality items. 
I'm here to serve you. I know your time is valuable, but my lines 
can be valuable to you. I represent Duk-It, recognized for over 
30 years as the finest quality desk accessories and smokers’ equipment. MAIL 
Duk-It Accessories are distinctive ...they are 
certain to add prestige to your offices. May I 
bring one or two Duk-It lines to show 
you? Just check the coupon below... 
I'll be glad to see you at 
your convenience. 


and bring: 
0 Lower-Price Line 
() Medium-Price Line 
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Anderson Is OEMI President 


Harry C. Ander- 
son has been elected 
president, Office 
Equipment Manu- 
facturers _ Institute. 
Previously, the 
presidency was an 
elective post from 
among the member- 
ship; now Lloyd M. 
Powell, president, 
Dictaphone’ Corp., 
becomes chairman of the board. In addi- 
tion, Mr. Anderson also becomes presi- 
dent of OEMI’s subsidiary, Office Equip- 
ment Manufacturers Exhibits, Inc., which 
produces the Business Equipment Exposi- 
tion. The next show will be April 9-13, 
1962 at McCormick Place, Chicago. Mr. 
Anderson spent more than 15 years with 
Globe-Wernicke Co., where he was vice 
president of sales—systems division; 12 
years with A. B. Dick Co. as vice presi- 
dent, sales, and later as franchise distribu- 
tor for New York. He was president of 
OEMI in 1949-50. The institute moves 
its headquarters to New York next month. 


Harry C. Anderson 


SCM-Mexican Joint Venture 


Smith-Corona Marchant Inc. is entering 
into a joint venture with private Mexican 
financial interests, which will mark the 
beginning of typewriter manufacturing in 
Mexico. SCM will have a minority interest 
in the joint manufacturing facility and sup- 
ply engineering know-how, technical assist- 
ance and tooling. It will also set up a new 
sales subsidiary in Mexico and has an 
agreement to distribute the new plant’s 
production. Manufacturing will be limited 
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initially to one typewriter model, which 
will be manufactured in accordance with 
SCM’s standards of quality. At a later 
date, production may be expanded to in- 
clude other typewriters and possibly ad- 
ditional office equipment. As a result of 
the arrangement, SCM is provided with a 
new manufacturing source and should also 
gain a favorable position in the expanding 
Mexican market. The joint venture is being 
undertaken in accordance with the Mexican 
Government’s program of stimulating in- 
dustrial development through primarily 
Mexican or Mexican controlled interests. 
In addition to distributing the production 
of the new joint enterprise, the new SCM 
sales subsidiary also plans to import and 
distribute additional product lines in 
Mexico. 


Dashew Acquires New Firm 


John Humphrey, executive vice presi- 
dent, Dashew Business Machines, Inc., and 
Guy E. Morrison, partner, Automated Sen- 
sory Devices, have announced that Dashew 
has acquired all of the assets of this 
partnership. Dashew’s new acquisition will 
be operated as a wholly owned subsidiary 
known as Electronic Datacouplers, Inc. 
There will be no change in personnel. 
Products developed by the Morrison firm 
will be produced in Dashew plants, both 
in Chicago and Los Angeles. These include 
a punched card reader, tape reader, and 
edge punched card reader. The punched 
card reader is not intended as a substitute 
for punched card readers now in use in 
tabulating installations or in high speed 
computer installations. It will be used as 
an input device for bookkeeping machines, 
adding machines and other types of ac- 
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DON'T AGGRAVATE YOURSELF! 


Replace longhand calculating with the 
FACIT CM2-16. Save valuable time. . . get fast 


results with accuracy. The handy manual calculator that’s 
small enough to sit on the corner of your desk, light 
enough to carry anywhere. “Standard” 10-key keyboard, 
large (16 digit) capacity. Unique back transfer multiplies 
continuously without resetting! The best answer for every 
desk. REMARKABLY LOW PRICED! FACIT CM2-16. 
FACIT, INC. 404 Park. Avenue South, New York 16, 
New York + 235 Montgomery Street, San Francisco. 


*Find 3 hidden longhand calculating errors. 
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with SNAP-APARTS and CONTINUOUS FORMS 
from INTERNATIONAL BUSINESS FORMS 


Na 
~~ 


With International Business 
Forms, you're sure of: 


SNAP-APARTS 

International Snape 
apart forms have been 
a standard of quality 
for years. Fine print- 
ing, snap-apart just 
right. 


QUALITY PRINTING, produced 
on high speed rotary equipment. 


COMPETITIVE PRICES and 
LIBERAL DEALER DISCOUNTS. 


DELIVERY PROMISES you can 
count on. 


FAST QUOTATION SERVICE, 
24 hours or less if necessary. 


CONTINUOUS FORMS 


Line hole punched 
tabulating; pasted or 
stapled-up to 10 parts. 
International quality— 
at the right price. 


EASY-TO-USE PRICE LIST. 





TC NEW DEALER DEPT. 1 FO 


REMEMBER - - 


We sell through 
» — — 4 DEALERS ONLY 
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1600 E. 26th St. e Little Rock, Ark. never direct. 
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counting machines, and typewriters; for 
wired communication devices; instrumenta- 
tion systems; missile and other electronic 
check out systems. The card reader will 
serve as an auxiliary to many systems 
now being developed for the new Dashew 
Printapunch. 


Xerox Corp. Officers 


Sol M. Linowitz was elected chairman 
of the board of directors of Xerox Corp., 
Rochester, N. Y. Harold S. Kuhns, for- 
mer chairman, becomes vice president 
and executive head of the newly formed 
Haloid Photo Div. Joseph C. Wilson 
was re-elected president and general man- 
ager of the company and continues as its 
chier executive officer. Other officers re- 
elected are: John B. Hartnett, honorary 
board chairman; Dr. John H. Dessauer, 
executive vice president. 


North American Day at Hannover 


A special North American Day was 
held, May 6, in conjunction with the 
Hannover Fair in Germany this spring, 
under the sponsorship of Dr. Ludwig 
Erhard, German Vice Chancellor and 
Minister of Economic Affairs. The occasion 
was well attended by industrialists, in- 
cluding many office equipment manufac- 
turers, from the U. S., Canada and Ger- 
many. Panel sessions were held on com- 
petition and partnership in the industrial 
field, two-way trade across the North 
Atlantic, and joint aid for underdeveloped 
areas. The famous Hall 17 for office 
systems and equipment saw the best at- 
tendance ever with many new products. 
Special American’ delegations from 
NOMDA and other associations found 


this largest exhibit of office equipment 
most rewarding. The yearly trade fair at 
Hannover has established itself as the 
greatest in the world. 


Dashew, Diners Contract 


Alfred Bloomingdale, president, The 
Diners’ Club, Inc., and Stanley A. Dashew, 
president, Dashew Business Machines, Inc., 
have announced that the Diners’ Club has 
signed an agreement to purchase from 
Dashew a new Electronic Imprinter which 
will be distributed to most of the more 
than 65,000 Diners’ Club charge establish- 
ments. Dashew also will manufacture 
plastic credit cards for the 1,200,000 Club 
members which will replace the paper 
credit card in use since 1950. Neither 
company would reveal the exact amount 
of the purchase other than to say that 
it represents an amount well into seven 
figures. Both the machines and plastic 
cards will officially be in use by Dec. 1, 
1961. The Dashew Electronic Datawriter 
is the fastest machine ever created for 
credit card imprinting and is controlled 
electronically and not by hand. It gives 
an exact reproduction every time it is 
used. The new system will offer speed 
to the card holder and will give the Diners’ 
Club members a receipt on the spot for 
his expenditures. Because of these ad- 
vantages and because Diners’ Club will 
be able to affiliate itself with establish- 
ments and services which until now have 
not been available because of the billing 
system, the Diners’ Club expects this new 
move to electronics to provide an immedi- 
ate stimulus both to volume and profit. 
To the Dashew company, the contract 
represents the largest it has ever signed. 


National Cash Register Co. recently completed this EDP headquarters building in 


Dayton. 
Processing Center. 


It provides sales and administrative space and houses the firm’s Dayton Data 





“OFFICE 
AIDS OFFER MORE 


value, features, profit! 


IDEAL SANITARY MOISTENERS. Lick 
moistening problems easier, faster, bet- 
ter. Free-wheeling roller operates si- 
lently, unfailingly. Complete line. 


r * ™~ . « 
“Build Up"’ Horizontal 
Desk Tray. In letter and 
legal sizes; colors. 


Flexible Steel Kleradesk 
—Model D. Occupies min- 
imum desk space. 


File-A-Sist Adapto-Rack 


Speeds Sectional 
Filing Organizer 


Flexible Steel 
Kleradesk — 
Model 6V 


4 . 


Cata-Rack ‘Capillary Action’’ No-Over-Flo 
for Catalogs Handi-Pen Sponge 
and Books Desk Sets Cup 


Write today for full information and prices. 


\ 


12-6 Sengbusch Building 
Milwaukee, Wisconsin 
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Baltimore Forms Names Four 


Clyde T. Marshall 
was made executive 
vice president of 
Baltimore Business 
Forms, Inc., and 
was named to the 
board of directors. 
He was appointed 
assistant to the 
president in Febru- 
ary, 1960, and was 
made vice president 
last August. Also announced were the 
appointments of S. Chaplin Davis as 
senior vice president and _ controller: 
Charles D. Wood, manager, finance and 
administration, and Paul O. Wilson, 
manager, manufacturing. 


Clyde T. Marshall 


DeJur-Amsco Sales Manager 


DeJur-Amsco Corp., Long Island City, 
N. Y., announced appointment of John 
McGill Cooper Jr. as national sales man- 
ager for its Business Equipment Div. He 
will be responsible for all sales und mar- 
keting. Before joining DeJur-Aimsco, he 
was vice president and sales manager of 
Paul B. Williams, Inc., Newark, N. J., and 
executive vice president, sales, New Jersey 
Tab Card Corp. Prior to that he was 
national sales munager, Hermes Type- 
writer Div., Paillard, Inc. 


Monroe Data Center 


Fred Sullivan, chairman, Business Ma- 
chines Group, Litton Industries, Inc., has 
announced the opening of an _ eastern 
seaboard data processing center at the 
Monroe Calculating Machine Co. main 
plant in Orange, N. J. John Ransom, 
president, Integrated Data Processing, 
Inc., has appointed Arthur Schlossman as 
production manager. The center will han- 
dle the present punch tape accounting 
service as well as the Distributape tape 
processing from Sweda cash registers 
with block punch and Synchro-Monroe 
adding and accounting machines. It will 
also provide automatcd analysis of pre- 
punched Kimball department store tickets. 
Donald Schwartz has been appointed di- 
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rector of marketing; John Tokar is pro- 


duction manager of the Pittsburgh center; | 


Raymond Merski is director of produc- 
tion, and Douglas Hawks will represent 
IDP in the South, with offices in Atlanta. 


Univac Marketing Director 
Edwin S. McCol- 
lister was named di- 
rector of marketing 
for the Univac Div., 


Sperry Rand Corp. | 
He joined the divi- | : f rine 
| and business machines by registefing hours 


sion last August 
and was appointed 
assistant director of 
marketing earlier 
E. S. McCollister ‘HIS year. 
dent, Burroughs Corp., and general mana- 
ger of the Data 
Group, he was 
charge of marketing for the ElectroData 
Corp., Pasadena, Calif., where he was 
responsible for sales, field engineering, 


other marketing functions. 


“Mr. Typewriter” Retires 
Jim Ward (Mr. Typewriter) retired last 


month after 64 years in the office machine | 
industry. Throughout his career, from the | 
time he worked for Typewriter Empori- | 
owner of Shipman-Ward | 


um, later as 
Mfg. Co. and for the last ten years as 


vice president in charge of dealer rela- | 


tions for Ames Supply Co., Jim has un- 
selfishly 


Dealers Assn. and Chicago Office Machine 
Dealers Assn., and headed the wartime 
machine procurement program in Wash- 
ington. Jim learned to type on a double 
keyboard Caligraph while attending busi- 
ness college and will continue to write 
Jim Ward’s Personal Page in Ames’ dealer 
house organ, “Your Man Friday.” 


NDP Marketing Agreement 


National Data Processing Corp., Dallas 
manufacturer of bank automation and 
optical character recognition equipment, 


signed a long-term marketing and manu- | 
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Formerly | 
assistant vice presi- | 


Processing Systems | 
also vice president in | 


—ES-n 


product planning, applied programing and | 


served machine dealers. He | 
helped found the National Office Machine | 


Engler HOUR METER 


. . . For Business 


| Machine Economy 


| @ Increase Efficiency 


@ Improve Scheduling 


@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 


of actual machine usage. Effectively put 
records on an accurate basis and substan- 
tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed 
and have been precision engineered and 
ruggedly built for years of dependable 
service. Reasonably priced. Write for de- 
tailed bulletin OF-8. 


ler 
instrument Co. 


250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-6500 
For More information Circle No. 283 
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facturing agreement with International 
Computers & Tabulators Ltd., London, 
which will market NDP equipment on an 
exclusive basis throughout western Eu- 
rope, the British Commonwealth (except 
Canada), South Africa, South West 
Africa, and other countries. I. C. T. has 
rights to manufacture NDP equipment 
under license in the United Kingdom and 
other countries. NDP has the option to 
acquire rights to market or manufacture 
certain I. C. T. equipment here. 


Farrington Vice Presidents 


The appointment of three vice presi- 
dents of Farrington Electronics, Inc., 
Alexandria, Va., was announced by Wil- 
liam M. Tetrick, president. Harvey L. 
Cook Jr., co-inventor of the Farrintgon 
Optical Scanner, became vice president in 
charge of engineering and production; 
Theodore W. Helweg, former Chicago re- 
gional manager, became vice president in 
charge of sales; Milton J. Grossman, 
former vice president of Intelligent Ma- 


| 


T. W. Helweg William L. Brian 


chines Research Corp., Alexandria, is vice 
president in charge of administration. Mr. 
Cook is a former vice president of In- 
telligent Machines Research Corp., ac- 
quired by Farrington in 1959. Mr. Helweg 
joined Farrington in 1959 after five years 
with Remington Rand. Mr, Grossman 
served for the past seven years as a vice 
president of IMR. William L. Brian, vice 
president for sales, Hilton Credit Corp., 
for two years since he left Farrington, 
has returned as executive vice president 
of the subsidiary Farrington Business Ma- 





MANUFACTURERS OF DURALUMINUM 


AUNDERS 


MG. CO., INC. 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 





P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


LIGHTWEIGHT 


SEND FOR 
NEW CATALOG 





Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


pene és 
30 E. McWilliams St. 


Fond du Lac 
Wisconsin 


For More Information Circle No. 286 


eT FOLDS 

e iT SCORES 

eiT CAN SLIT 
or PERFORATE 


WITH or WITHOUT 
FOLDING 


THE PRINT-O-MATIC CO., INC. 
For More Information Circle No. 287 
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rc os 


Wri] PRECISION PORTABLE AND COMPACT 
G5 STANDARD TYPEWRITERS 





10 e 
SECOND — 
DISMANTLING 
FOR SERVICE OR 
CHANGE OF COLORS 


7 MODELS from $64.50 + Tox 
TOP QUALITY & PERFORMANCE 


West German Craftsmanship plus 
» American Keyboard and Controls 


CONSUMERS - DEALERS - DISTRIBUTORS 


for more information. contact 


STANDARD VOSS CORPORATION 
334 E. Weber Ave, Stockton 2, California 





For More Information Circle No. 302 


Fer ya... notaginya! ¢ 
CARTER’S CARBONS _ 
i) : 


WEAR! Carter's can CLEAN! Carter’s looks LOOKS! Carter’s 
outride any other car- outfor yorehands.Tries dresses each word in 
bon in the territory... not to curl, wouldn’t its Sunday best — every 
even on electric ma- think of smudging. letter starched neat ’n 
.chines! Keeps everything clean! crisp. Shucks, it’s the 
p/ purtiest typing in town! 
“Yep, Carter’s Carbons work for you! So ADVERTISED 1m 
buy ‘em today. You’ll find them in one LI FE 
} of these boxes at your favorite Stationer 
or Office Equipment Dealer. 


© THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASS. 
For More Information Circle No. 207 
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CLEAR EXTRUDED PLASTIC | 


Index Tabs * Price Tags * Etc. 
In Transparent Colors Too! 


More than a million pounds of these 
modern plastic components have been 
furnished to the office equipment in- 
dustry to date. 

We design and make dies for extruded 
plastic protective transparent covers, 
holders, file tabs. 





Consult with us on your requirements. | 


COMPANY 


2209 Peninsula Drive, Erie, Pa. 
For More Information Circle No. 288 
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chines Corp., which has been reorganized 
to combine all data writing activities of 
Farrington enterprises. Under Mr. Brian’s 
direction, Farrington will market and 
service a line of printing and embossing 
machines manufactured by its London 
subsidiary, Adrema Ltd. 


Drexler Heads Comptometer 


Lloyd Drexler 
was elected vice 
chairman of the 
board and chief ex- 
ecutive officer of 
Comptometer Corp. 
Since 1959, he has 
been a member of 
the board of direc- 

ai tors and chairman 
of the acquisitions 
committee. In_ this 
capacity he was responsible for all ac- 
quisilions made by the corporation during 
that period, which currently account fo 
approximately one-half of its sales vol- 
ume. Mr. Drexler’s appointment is a tem- 
porary one, until a new chief executive 
officer is named to take the place of the 
late Jack A. Schram, former president 


Lloyd Drexler 


NSOEA Western Manager 
J. Howard Pat- 

rick, president, Na- 

tional Stationery & 


Office Equipment 
Assn., announced 
the appointment of 
William W. Goss to 
the newly-created 
post of western 
manager. Mr. Goss 
has resigned as 
president, Shaw & 
Borden Co., Spokane, Wash. Recently, 
the NSOEA executive committee author- 
ized Charles M. Mortensen, general man- 
ager, to establish a field office in the west, 
and to add a man to the Washington 
staff. The appointment of Mr. Goss as 
western manager marks the official in- 
auguration of the new field program. 


William W. Goss 
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VISUAL 


MAGNETIC 
_CONTROL 


VARIGRAPH 
LETTERING INSTRUMENT 
Cuts Printing Costs — Speeds Production 





MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 


Now anyone can do ie crisp lettering with a 
Varigraph. All you do is move a stylus along 
the letters in a grooved templet. More than 600 
variations in size and shape of letters from one 
templet. Letter with either pen or pencil on art- 
work or directly on paper offset plate. 


For complete information, write Dept. O7 


VARIGRAPH, 845 W. Lakeside, Madison, Wis. 
_For More Information Circle No. 378 


Flash Filing 
BOOK HOLDER 


One of more than 300 Flash Filing Products 





A handy book-holder with many uses! 
For students it holds text-books. For 
sales counters it holds -price lists. For 
invalids it provides a restful holder of 
books, letters, etc. There’s a large mar- 


ket for this helpful Flash Filing book- 


holder. 
FLASH FILING, INC. 
Calif. 


2634 S. Cherry, 
For More Information Circle No. 379 
June, 1961 








Fresno, 


THE OFFICE- 





; | Simplest Control for PRICES & 
Priced From Sales e Production BROCHURE 


| Charts e Personnel 
Ss Maintenance e Scheduling OF-6 
| Machine Loading 


Visual — 
| COL ORFUL MAGNETS 
| | mec upins | ORGANIZE FOR ACTION 


| ELEME NTS | 


T THE 0B DONE ON REQUEST 


Methods Research Corp. 


105C Willow Avenue, Staten Island 5, N. 





_For More Information Circle No. 380 





COOO000U00 
STEVENSON & SMITH, m3 


yy een! MANUFACTU RERS _ 


/ 
| itt Part Business F Fors: LO 
Stevenson & Smith, lendind ‘baa ness / 
O forms manufactirers-and_ business sys—4 
oO} ‘tems creators, are represented) ‘coast 
to coast, by outstanding Business Forms 
O dealers and systems analysts. 


O 
O Write for name of your nearest O 


representative, 





STEVENSON & SMITH, INC. 


80 Duryee Street 
NEWARK 3, NEW JERSEY 


For More Information Circle No. 381 
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Just Published 


The most helpful new systems book in years! 








THE PLAYSCRIPT PROCEDURE 


A NEW TOOL OF ADMINISTRATION 











Here are just a few Playscript advantages: 


easy to write e 
no gobbledegook e 
time-saving bd 
compels logical thinking @ reveals related tasks 
shows who does what at a glance bd 
focuses on work, not verbiage e 
spotlights useless & duplicate efforts e 


Net result of Playscript is better procedures and a marked improvement 


by Leslie Matthies* 


Playscript is an effective new technique on how to write better 


Pp rocedures. 


Nearly all systems research has revealed procedure studies 
and writing as the most stubborn problem in the field. This 
book enables the systems man to solve that problem successfully. 








shows up empire-building 
forces cleancut decisions 
provides base for orderly procedures 


flexible & adaptable to any project 
taps enthusiasm of colleagues 
encourages participation of workers 





in systems efficiency. 





memmaiateemanld 
@ Anyone with a communications problem within an organiza- 
tion will find THE PLAYSCRIPT PROCEDURE invaluable. 
@ All company libraries should have it. 
@ Every systems and methods man in America should own a 
copy. 


ORDER TODAY! 
183 pages $5.95 


* One of the nation’s foremest authorities on systems and procedures, Currently Director of 
Foundation for Administrative Research and editor of newsletter “‘Systemation’’. Winner of 
Systems Man of the Year award 1958, Widely regarded as dean of systems men. 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 
Please send me copies of THE PLAYSCRIPT PROCEDURE at $5.95 a copy, 


postpaid. 


(0 ! enclose remittance. [) Send invoice. 








Photostat Vice President 


Election of Ross 
S. Taber as vice 
president, Photostat 
Corp. was an- 
nounced by Ken- 
neth M. Leghorn, 
president. Mr. 
ber, who is plan- 
ning manager, is di- 
recting development 
of new 
for microfilm, off- 
set, projection photocopying and copiers. 
Mr. Taber and Daniel H. Robbins, Photo- 
stat chief engineer, recently revealed the 


Ross S. Taber 


broad outlines of Photostat’s advancing | 
development program. He has been with | 
Photostat since 1951, and was previously | 
with Booz, | 


a management consultant 
Allen & Hamilton. 


Ditto Foreign Sales Manager 


Jack Veeger was 
named manager, 
foreign sales, Ditto, 
Inc., to succeed the 
late H. E. Horn, 
who was vice presi- 
dent, foreign sales. 
Mr. Veeger was as- 
sistant manager of 
the division. He 
joined Ditto in 
1956. In his new 
position, he will be responsible for the 
sale of Ditto products in all countries ex- 
cept the U. S. and Canada, and will report 
directly to Ogden C. White, vice presi- 
dent, marketing. 


Jack Veeger 


Steelcase Sales Executives 


Theodore C. Hailes, formerly vice pres- 
ident, Barry-Wright Corp., Worcester, 


Mass., is the new manager, data process- | 
ing equipment sales, Steelcase, Inc., Grand | 
Rapids, Mich., according to Earl R. Cor- | 


rell, vice president and manager of sales. 
George Reinhard, district manager since 
1957, was named manager of contract 
sales. Thomas A. Roache, national ac- 
counts manager, is now manager of dealer 
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QUALITY OFFICE 
EQUIPMENT: 


Elevator stands, metal bookcases, steel 
shelving, lustrous laminated plastic 
chair mats, and desks. 

Write for Catalog 
"INTERSTATE METAL PRODUCTS CO., 


Office Equipment Division 


666 N. Lake Shore Drive, Chicago 11, Ill. 


INC, 








For More Information Circle No, 289 








——=NIPPO- 
CHECK WRITER 


indelibly prints 
Just the some 

as a big 
machine 
costing up 


to $500.— 


NIPPO MACHINE INDUSTRY CO., LTD. 








Tenjin-cho, Nishi-ku, Yokohama, Japan 











An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 


Insist On a 
FUTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 








For More Information Circle No. 291 


CONFIDENTIAL 
MAP FILE 
MT4 — WITH 
LOCKING DOORS 


STURDY METAL CABINET 
map file, has 112 tilting 
tubes. Easy to file and 
find maps, tracings, blue 
prints to 60”. 

Patent No. 1610368 MAIL ORDER TODAY 
SCOTT-RICE CO. 6105S. Main, Tulsa 19, Okla. 

For More Information Circle No. 292 
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RITE-LINE copyruoiper 


e TAKES COPY UP TO 20" 
e PROMOTES ACCURACY ¢ HOLDS NOTEBOOK 
e INCREASES PRODUCTION ¢FITS IN DESK DRAWER 
e LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 


N. W., Washington 16, D.C 





e SAVES EYESTRAIN 


9 39th St 


For More Information Circle No. 330 





INDIANA 


UNDER-COUNTER 
CASH DRAWERS 


assure profit 
. for you! 


5 
Fast-Moving 
Models 


Model R-1 
(illustrated) 


Has removable 
metal money tray 
with lock-on lid. 


e FULL 
DEALER 
DISCOUNT 
Drop shipment de — tock t a 
of highest cuully ta@ans Marten. Wane 


INDIANA CASH DRAWER CO 
P.O. Box 236-B © Shelbyville, Ind. & 


For More Information Circle No. 332 
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FIRE and BURGLAR 
PROTECTION 


EVER SAFE’s Complete line of 
insulated products offers you 
maximum security 


®@ Safes, office, home 

®@ Safes, visible record 
® Safes, floor and wall 
@ Portable ledger files 
@ Filing cabinets 


Dealers cash in on these fast moving popular 
products. 


Write for complete information and prices. 


EVER-SAFE CO. Inc. 


Div, Schwab Safe Co. 
Lafayette, Indiana 











For More information Circle No. 331 


-S Tolet you know 





supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


G2-25-15 


@ PROMPT AND EFFICIENT SERVICE GUARANTEED 
@ Send for our Illustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO., LTD. 


140-148 BOROUGH HIGH ST. LONDON S.E. | 
For More Information Circle No. 333 
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sales. Everett L. Bayha, manager, insti- 
tutional sales, is expanding his activities 
to include the sale of library equipment. 


Ad, Sales Research Director 
Paper 
turers Co.,  Phila- 
delphia, announced 
that Anthony J. 
Navroth has suc- 
ceeded William R. 
Lusignea as direc- 
tor of advertising 
and sales research. 
With the company 
for five years, Mr. 
Navroth formerly 
worked in their research and development 
laboratory. With the retirement of Wil- 
liam R. Lusignea last October, he was 
named director of advertising and sales 

research. 


Anthony J. Navroth 


Hugin Opens U. S. Office 


Hugin Cash Registers, Swedish cash- 
register manufacturer, has opened a U. S. 


factory branch at 444 Park Ave. S., New | 
The new facilities provide a street- 


York. 
level display room, training school for 


sales and service representatives, ample | 


area for assembly, modification and final 
inspection of machines, and -offices for 
Ben Lilystrand, Hugin’s 


and 
ager. 


American Datamatic, Inc. 


The Data Systems Div. of American 
Electronics, Inc., Brooklyn, N. Y., was 
acquired by American Datamatic, Inc., it 
was announced by Irving Brand, president 
of the new company. American Data- 
matic, Inc., will manufacture the complete 
line of peripheral data processing equip- 
ment at Hicksville, N. Y. Vice president 


and secretary is Irwin D, Baumel, former | 


| oS INDUSTRIAL SHREDDER 
& CUTTER COMPANY 


staff engineer with Servo Corp. of Amer- 
ica. Thomas C. McDermott, with Ameri- 
can Electronics for several years, was 
named director of marketing and sales. 
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U. S. general | 
manager; Rune Svorono, sales manager, | 
Don F. Coleman, advertising man- 





KEEP YOUR 
PRIVATE RECORDS 
POSITIVELY 


CONFIDENTIAL 


IN YOUR OWN 
OFFICE! 


© CONVENIENT 
© FAST 
QUIET 








AUTO-SHRED is 

the modern business 

machine which trans- 

forms confidential papers into thin, 
unreconstructable shreds, ready for 
safe dumping into any wastebasket. 
Designed for use in your own office 
where trusted supervision is present 
— Operation is simple, quiet, main- 
tenance-free — Accepts all types of 
paper; even cuts pins, paper clips, 
staples — Modern appearance pro- 
vided with fiberglass case — Port- 
able base (optional, as shown in 
illustration) contains removable col- 
lection bin to hold up to 7 waste 
baskets of shreds! 

... and the cost is surprisingly low! 


Write today for details 


103 Mill Street Salem, Ohio 


For More Information Circle No. 293 
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The UNIQUE 


PAIGE MIRACLE BOX 


cuts record retention costs 
75% in equipment—300% in space! 


The unique Paige 
Miracle Box has 
created a new sys- 
tem for efficient 
and economical 
record retention, 
utilizing full floor- 
to-ceiling space. 


UNIQUE—because it sets up INSTANTLY and 
AUTOMATICALLY—no taping or stapling required. 


UNIQUE—because it is the only corrugated container 
that is completely double-walled and double-cor- 
nered, providing amazing strength and durability. 


UNIQUE—because it is double-floored, providing a 
bottom that can’t “fall through.” 


UNIQUE—because it has a separate, telescopic cover. 
UNIQUE—because it is rugged, though light in 
weight. Easy to lift and move by its comfortable 


hand-holds; even when full, can easily be carried 
by a girl. 


Bens 


Our brochure explains how the use of 
the unique PAIGE MIRACLE BOX has 
SETS UP AUTOMATICALLY developed a new system of retaining 
records . . . how leading companies 


“Loe 3” get maximum use of available space, 
highest efficiency in operations, greatest 


i f |. We'll be glad 
FOR IMMEDIATE USE metre es e’ll be gla 
et heen ee ee ed 


THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. Y. 
' Send yo , illustrated Miracle Box brochure. 
The PAIGE sitar amen oae er 0-6-6! 
Company sarees 
95 MA N AVE COMPANY 
STREET 


For More Information Circle No. 230 
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National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 18-21. 
National Office Machine Dealers Assn., 
Grossinger’s Hotel, Grossinger, N. Y., 

June 18-21. 

National Secretaries Assn., Biltmore Hotel, 
Los Angeles, July 19-22. 

Chicago International Trade Fair, McCor- 
mick Place, Chicago, July 25-Aug. 10. 
National Society of Public Accountants, 
Denver-Hilton Hotel, Denver, Aug. 28- 

Sept. 1. 

Assn. for Computing Machinery, Statler- 
Hilton Hotel, Los Angeles, Sept. 5-8. 
National Assn. for Bank Audit, Control 
& Operation, Conrad Hilton Hotel, Chi- 

cago, Sept. 11-13. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-27. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 25-27. 
American Production & Inventory Con- 
trol Society, Pick-Congress Hotel, Chi- 

cago, Sept. 28-29. 

National Institute of Governmental Pur- 
chasing, Commodore Hotel, New York, 
Oct. 8-11. 


tC CALENDAR 


Systems & Procedures Assn., Statler-Hilton 
and Pick-Carter Hotels, Cleveland, Oct. 
9-11. 

American Bankers Assn., San Francisco, 
Oct. 15-18. 

National Business Forms 
Americana Hotel, Bal Harbour, 
Oct. 23-26. 

American Institute of Certified Public 
Accountants, Palmer House, Chicago, 
Oct. 29- Nov. 1. 

Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 
Eastern Joint Computer Conference, Sher- 
aton-Park Hotel, Washington, D. C., 

Dec. 12-14. 


Associates, 
Fla., 


EVENTS ABROAD 


National Machine Accountants Assn., 
Royal York Hotel, Toronto, Canada, 
June 28-30. 

Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 

Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 

International Office Equipment Exhibit, 
(SICOB), Paris, Oct. 13-22. 








clean. 
small, 
holding stub-section plates. 


Don't make plate stripping a chore. 


Quik-Stripper, Jr. 
with details. Write Addressin 


Sold on 5-day approval. 
Machine 





The Quik Stripper, Jr. 
REMOVES PLATES AND CARDS FROM 
ADDRESSOGRAPH FRAMES 


Strip plates and cards from frames quickly with this handy tool 
without touching inky plates. Saves finger nails and keeps hands 


The Quik-Stripper, Jr. works with any kind of frame: 
medium or large—old style or new style—even frames 


Keep your work up to 
date, from day to day, by equipping each operator with a 
Send for circular 
Co. of Calif., 667 
Mission St., San Francisco 5, Calif. YUkon 2-2130. 





For More Information Circle No. 294 
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demonstrated: versatility, reliability and performance. That’s what “addo-x" offers 
in adding machines, automatic multipliers, printing calculators, shuttle carriage, book- 
keeping and special purpose machines. We'll demonstrate to you too, that “addo-x" has 
the machine to suit both your budget and your requirements—no obligation to you, of 
course. See your dealer or write: “addo-x inc”, 300 Park Ave, NY 22, N Y—Pl 5-5420 


[—pronounced: add-oh-ex—] 


For More Information Circle No. 334 
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Layouts of the Same Office, A Formula for ‘Comqneins Different, 

F. J. Warburton & B. H. Walley 
Leasing, Equipment 
Legal Look at the Employer- -Employee Relationship, A 

G. T. Medlock & R. D. Stevens .... 

Letters as Self-Portraits, Your, John J. Whalen 

Library More Than Justifies Its Cost, How a Company, Ruth L. Sc eer 
Machines Are Made to Benefit People, Lloyd M. Powell ..... 

Mail at Great Lakes, Sorting Carts Speed Navy’s . 

Management by Objective, Dr. Herman Limberg . 

Manual, How the Smaller Office Can Prepare a Procedure, 

Raymond Dreyfack ... 

Microfilm Convention in Chicago, April 4- 6, 10th Annual = 

Microfilm in the Modern Office, The Role of, Frederic Luther . 

Motivation, Innovation and Supervision, George H. Roderick 

Moving, Bankers Life of Nebraska Loses Little Time in 

NMAA’s Tenth Annual Conference in Toronto 
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ACCOUNTING MACHINES 


Burroughs Corp. 
National Cash Register Co. 


ADDING MACHINES 


Alma Office Machine Corp. 
American Office Equipment Co. 
Burroughs Corp. ... 
Commodore Business Machines 
Remington Rand ; 


ADDRESSING EQUIPMENT & SUPPLIES 
Addressograph-Multigraph Corp. 


Dashew Business Machines. Inc. 
A. B. Dick Co, 
Master Addresser Co. 
Nettle Mfg. Co. .. 
Nord Photocopy & 

Electronics Corp. 
Scriptomatic, Inc. 


ADHESIVES 


Avery Adhesive Products 
Eberhard Faber Pen & Pencil Co. 


AIR CONDITIONERS & PURIFIERS 
Airkem, Inc. 

Hy-Genic Products Corp. 

John J. Nesbitt, Inc, 

Roark Industries 

Woodlets, Inc, 


AUDIO-VISUAL METHODS 
(Also see Projectors & Viewers) 


Applied Communications Systems .. 
Charles Mayer Studios 


BANK EQUIPMENT & SUPPLIES 


Cupples-Hesse Co. .. 
Fenco Corp. 


BINDERS, COVERS 


Acco Products .. 

G. J. Aigner Co. . 
Bindematic Corp. 

Cooks, Inc. 

Office Equipment Mfg. Co. 
Oxford Filing Supply Co. 
Smead Mfg. Co. ..... 


BINDING, PLASTIC 
General Binding Corp, 


CAMERAS 


A, B. Dick Co. 

Gard Electronics, ve 

M. P. Goodkin Co, ... 
Lacey-Luci Products 
Miller-Trojan Co. 

Robertson Photo-Mechanix, Inc. 
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, 154, 
Apr., 


259 
141 


Feb., 144 


; Apr., 


. Apr., 


; June, 
.. June, 


.. Jan, 
June, 


Apr., 
.Feb., 
June, 
Feb., 
..Mar., 


Jan., 


.Feb., 184 
Jan., 
Apr., 
Apr., 


210 
169 
172 


226 


166 
173 


254 
171 


215 
162 
196 
159 
192 


..May, 15! 
Jan., 


240 


225 


171 


..Feb., 


Apr., 


.. Apr., 
..Mar., 
...June, 
.June, 
.May, 


May, 


+ 
, 1 June 


143 
178 
197 
230 
170 
212 
235 


, 215 
175 
176 
, 232 


i , 182 
.. Apr., 


178 


New Products in THE OFFICE 


JANUARY THROUGH JUNE, 1961 


CARBON COPY SETS 
Type/rite Corp. 


CARBON PAPER 


Aetna Products Co. . 
American Stencil Mfq. Co 
Allied Carbon & Rib 
Carbon Web Corp. 
Columbia Ribbon 9 Carbon Mfg. Co. 
Paterson Parchment Paper Co. 5 


; nes pe my 

on Mfg. Corp. . sotes on ay, 
Feb., 
.June, 
..Mar. 


CARTS, TRUCKS, DOLLIES 


Grand Specialties Co. 
Oo, 4, Pa i... 
hae Products Co. 

S & G Enterprises, Inc. 
Win-Holt Equipment Corp. 


CHAIRS 


Fabricated Metal Specialties . 
Harter Corp. 

Howell Co, 

Royal Metal Mfg. ... 
Shaw-Walker Co. ...... 


CLIPBOARD 
Evans Specialty Co. ........... 


COFFEE CART 
Gardner Mfg, Co. ... 


COIN & CURRENCY HANDLING 


Anton Electronic Laboratories. Inc. 
nO WOES PD i550 os'cncndndvdales kcld Jan., 
Standard Change-Makers, Inc. ........ Apr., 


COLLATORS 


Automated Business Machines Corp, 
Farrington Business Machines 
Didde-Glaser, Inc. 

General Binding Corp. 

Thomas Collators, Inc. 


COMPUTERS, ELECTRONIC 


OM ge. co awa 

Burroughs Corp. 

Control Data Corp. 

Minneapolis- beenepweti Regulator Co. 
National Cash Register Co. 

North American Aviation . 
Remington Rand (Univac Div. ig 
Smith-Corona Marchant, Inc. 

System Development Corp. 


CONTROL BOARDS 


Conley, Baltzer & Steward 
Game-time, Inc. .. 
Methods Research Corp. 
Scan-Am Ce. 





CONVEYORS 
Chainveyor Corp. 


COPYING MACHINE BASE 
Endicott Machine & Tool Co. ..... 


COPYING MACHINES 


American Photocopy Equipment Co. 
an., 213; 
Anken Chemical & Film Corp. ...... ; 
Charles Bruning Co. ..... ..Jan., 260; 
Buffalo Reproduction inc, .. be : 
Burton Mount Corp. 
Copease Corp. . 
Copy-Craft, Inc. 
Copymation, Inc, ............ 
Eastman Kodak Co. ..... 
Minnesota Mining & Mfg. Co. 
Ozalid Div. General Aniline ‘& Film Corp. 
Mar., 215; 
Paragon Revolute Div. 
Photorapid Corp. 
Photostat Corp, ... 
Reproduction Engineering Corp. 
Rovico, Inc. 
Savin Business Machine Corp. ; 
Societe Polyclair ..... : 
Speed-O-Print Corp. 
Transcopy, Inc. 
Triangle Business Machines 


— PROCESSING, AUTOMATIC 
(Also see Computers and Tabulating Card 
Equipment) 
Acme Visible Records, Inc. ....... 
Anelex Corp. 
Burroughs Corp. 
Clary Corp. . 
Communications ‘Control Corp. 
Control Data Corp. ; 
Cycle Equipment Co. .......... 
Dashew Business Machines, Inc. Feb., 
A. B. Dick Co. 

Jan., 150; Apr., 133; May, 
Dresser Products ......... 
Farrington Mfg. Co. ... 
FMA, Inc. ; 
Friden, AE 
General Fireproofing Co. 
General Instrument Corp. 
Genesys .. 
Information Products Corp. 
Invac Corp. 
Mac Panel Co, . 
Minneapolis- Honeywell Regulator Co. 
National Cash Register Co. 
Omnitronics, Inc. . 
Paper Manufacturers Co. 
Rabinow Engineering Co. . Mar., 
Recordak Corp. (Eastman Kodak) 
Remington Rand Univac Div. 
Shaw-Walker Co. .. 
Standard Register Co. 
Systronics t Apr.., 
Tab Products Co. ; 
Tally Register Corp. 
Teletype Corp. 
Victor Adding Machine Co. 


DESKS 


Alma Desk Co. ...... 
Jasper Desk Co. ... 
Luxco, Inc, 

Myrtle Desk Co. 
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ay, 
Feb., 131; June, 


Remington Rand S$ yi Div. 
Royal Metal Mfg. 

Scandix Designs, ia 
Shaw-Walker Co. 

Western Mfg. Co. 


DESK STABILIZER 
Gonco Mfg. Co. ...... 


DICTATING MACHINES 

American Dictating Machine Co. 
American Geloso Tbostrenicn. Inc 
DeJur-Amsco Corp. . 

International Communications Corp. 
Matthew Stuart & Co 

SoundScriber Corp. 

Stenocord of America, Inc. 


DRAFTING, DRAWING EQUIPMENT 


ACS Tapes, Inc. 

Alvin & Co. 

W. #H. Brady Co. 

Joseph Dixon Crucible Co. 

Fairgate Rule Co. 

Ozalid Div.., General Aniline & Film mii 
Keuffel & Esser ... 

Polychrome Corp. 

Racher & Co, 

Speedry Chemical Products 


DUPLICATING EQUIPMENT & SUPPLIES 
(Also see Offset Equipment) 


A. B. Dick Co. Feb., 130; 
Type/rite Corp. ... ; 
Paul B. Williams, Inc. 


DUPLICATORS, OFFSET 


Addressograph-Multigraph om, 
eb., 
Davidson Corp. : 


DUPLICATORS, SPIRIT 


Copy-Craft, Inc. .. 
Ditto, Inc. 

Master Addresser Co. 
Old Town Corp. . 


DUPLICATORS, STENCIL 
Rex-Rotary Distributing Corp. 


ENVELOPE OPENERS 


Openette 
Redman Co. 


ENVELOPES 


American a Co. 
Stein, Hall & C 
United States Rishon Co. 


EXHIBIT, PORTABLE 
Design & Production, Inc, 


FACSIMILE MACHINES 


Dictaphone Corp. .....................+...May, 162 
Electro-Rex Corp. a rae 
Kurosawa & Co., ” ..Jan., 220 
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FILES 


Amberg File & Index Co. 
Diebold, Inc, 
Guillermo Kraft, Ltda. 
Hamilton Mfg Ge. ... 
K&C Metal” Products Co. 
Lennox Distributors .... 
Muckle Mfg. Co. 
Pack Mfg. Co. ... 
Record Files, Inc. .... “e 
Remington Rand Systems Div. 

219; Feb., 152; Mar, 
Republic Steel. ‘Gan. 
Scott-Rice Co. 
Shaw-Walker Co. .... : 
Supreme Steel Equipment Corp. 
Tab Products Co. 
Visi-Shelf File, Inc. 


FILING SUPPLIES 

G. J. Aigner .. 
Cel-U-Dex Corp. 
Charles Leonard, Inc. 
Daco Card & Index Co. 
Jack Silber Co. 


FIRE ALARM 
Standard Fire Alarm & Signal, Inc. 


FLOOR MAINTENANCE 
Breuer Electric Mfg. Co, 
Multi-Clean Products Inc. 
Pettett Mfg. Co. 


FOLDING MACHINES 
R. Funk & Co. 


FORMS 

Bill-A-pak Co. 

Clarkson Press. Inc. 
Ennis Business Forms, Inc. 
Fairfax Business Forms 
Foldaligned Forms Co. 
Philip Hano Co. 
Recordplate Co. 

Transkrit Corp. 


FORMS HANDLING MACHINES 
Farrington Business Machines Corp. 
Standard Register Co. 


Super Speed Printing Machinery, Inc 
Uarco, Inc. ; 


.Feb., 


‘Apr., 
Jan., 


INTERCOMS & PAGING EQUIPMENT 


Aeronautical Electronics ..May, 
Autocall Co. 

Edwards Co. 

Neophone-France 


KEY CONTROL 

P. O. Moore, Inc. 

Sasser Equipment Co. 
LAMINATING MACHINE 
Harco Industries, Inc. 


LAMPS & LIGHTING 


Litecraft Mfg. Corp. 
Parkraft Mfg, Co. 


MACHINE PADS 


Enor Corp. 
Evans Specialty Co. 


MACHINE TIMERS 


Engler Instrument Co. Feb., 
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186; 
246: 


Feb., 
Mar., 


..May, 
Apr., 


164; May, 


MAILING EQUIPMENT 


Ayres Corp, 

Can-Pro Corp. 

EnMail Machine Corp. 
Pitney-Bowes, Inc. .... 

W. A. Plummer Mfg, Co. 
Win-Holt Equipment Corp. 


MICROFILM EQUIPMENT 


Canadian Applied Research Ltd. 
Dynacolor Corp. 

FMA, Inc. 

Eugene Dietzgen Co. .. 
General Dynamics- Electronics 
Microdealers, Inc. 

Microseal Corp. , 

Minnesota Mining & Mfg. ‘Co. 
NB Jackets Corp. 

Photo Devices, Inc. 

Photostat Corp. 

Recordak Corp, 

Remin 

Sertafi 

Societe. Polyclair 
Taylor-Merchant Corp. 


MOTORS 


Howard Industries 


NAMEPLATES 


W. H. Brady Co. 
Metalcraft, Inc. 


OFFSET EQUIPMENT, SUPPLIES 
(Also see 


Addressograph-Multigraph Corp. 

American Type Founders Co. 

Applied Graphics Corp. 

Charles Bruning Co, . 

Caprock Developments 

Copy-Craft, Inc. 

A. B, Dick Co. 

Direct Image Corp. 

Fostoria Corp. 

Fototype, <" 

Mico/Type, Inc, 

Minnesota Mining & Mfg. Co. 

NuAre Co. .......... Fem, ISI: 

Plan Hold Corp. 

Polychrome Corp. 

Prolith Products, Inc. , 

Robertson Photo-mechanix, Inc. 

Rolcor Products ; as 

Van Son Holland Ink Co. 
Jan., 240; Mar., 


PAPER CUTTERS, TRIMMERS 


Alvin & Co. 

Challenge Machinery Co. 
Chandler & Price Co, .... 
Michael Lith Sales Corp. 


Feb., 147; Mar., 
Feb., 


Photo Materials Co, 
PAPER PUNCH 
Mutual Products Co. 


PAPER DRILL 
Ottawa Mfg. Corp. 


PAPER JOGGERS 
Purnyea Mfg. Co. 
Syatven Cas ... 


Mar., 


Apr., , 164; 


Mar., 


Jan., 
Jan., 


Mar., 
Jan., 


Mar., 


p Jan., 
218; Apr., 
May, 
June, 
a 
.. Apr., 


June, 


236; 
209; 


May, 
Apr., 


uplicators, Offset; and Cameras) 


Feb., 
Feb., 
..Jan., 

. .Jan., 
_Jan., 
195; June, 
254; Feb., 
...Feb., 
Jan., 
Mar., 
Feb., 


.....June, 
182; Apr., 


205; June, 


Feb., 
May, 
Jan., 


184; June, 
136; Mar., 


Apr., 


May, 


194 


184 


, 217 
, 216 
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PAPER SHREDDERS 
Electro-Shred Corp, ... 
Industrial Shredder & Getter Co. 


214; Mar., 
Shredmaster Corp. ...... ane 


PAPERS, COPYING 


American Writing saad Corp. 
Calor Copy Corp. ; 
Copy-Craft, Inc. ... 

Minnesota Mining 4g Mfg. “Co. 
Old Town Corp. 

Paterson Parchment Paper Co. 
Photek, Inc. 

Triangle Business Machines. Inc. 


PAPERS, DUPLICATING 


Bergstrom Paper Co. 
Mead Papers, Inc. . 


PAPERS, LETTERHEAD 
Eaton Paper Corp. 
Groveton Papers Co. 
Kimberly-Clark Corp. 


PARTITIONS 

Julius Blum & Co. 

National Products, Inc. 
Seltzer Moldings, Inc. 
Simpson Timber Co 

United States Plywood Corp. 


PENCILS 


All-Rite Pen Co. 
General Pencil Co. 
Micropoint, Inc, 

Venus Pen & Pencil Corp. 


PENS, BALLPOINT 


All-Rite Pen, Inc. ....Feb., 166; Apr., 


A. T. Cross ‘Co. : 
Eberhard Faber Pen & Pencil Co. 


Apr.., 


Eversharp Pen Co. 

A. W. Faber-Castell Pencil Co. 
Gardner Stamp Co. 

Micropoint, Inc, 


PROJECTORS & VIEWERS 
Bell & Howell ... 

DuKane Corp. 

Minnesota Mining & Mfg. “Co. 
Projection Optics Co. 

Vicom, Inc. 


REFRIGERATOR 
Morphy-Richards, Inc. 


RIBBONS, INKED 


Allied Carbon & Ribbon Mfg. Corp. 
American Stencil Mfg. Co. 

Carter's Ink Co. 

Columbia Ribbon & Carbon Mfg. 
Manifold Supplies Co. 


New Era Ribbon & Carbon Co. ..... 


Old Town Corp. 
H. M. Storms Co. 


RIBBON INKING MACHINE 
Haida Engineering Co. . 
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RIBBON TESTING MACHINE 
F. Simonye ...... ...Mar., 230; June, 


RUBBER STAMP PRESS 
King Machine & Mfg. 


RUBBER STAMPS 


Douglas Homs ..... 
Stampak Sales Co, 


SAFES 
Schwab Safe Co. . 


SHELVING 

Columbia-Hallowell Div.., 
Standard Pressed Steel Co. 

Estey Corp. . 

Walter Haertel Co. 


SIGNS 
W. H. Brady Co. 


SILK SCREEN PRINTER 


* Identification Systems Co. 


SORTER 
Amberg File & Index Co. 


SOUND CONTROL 

Industrial Acoustics Co. 

Lee F. Kollie Associates 
Minnesota Mining & Mfg. Co. 


STAPLERS 
Staplex Co. .. ....Feb., 191; Apr., 201; 
Thomas Collators. Inc. foaeeen’ 


STATIONERY ITEMS 


Bates Mfg. Co. 

Evans Specialty Co. 
Gladen Enterprises, Inc. 
Idea Co. 

McDonald Products Corp. 
Oxboro Heath Co. ; 
E. W. Pike & Co. 


STORAGE CABINETS 
Akro-Mils, Inc. <b seks 
Ceco Products Co. yobs Apr., 


STUDY COURSES 


Keane Records ... ...Mar., 
SoundScriber Corp. ...... see 


TABULATING CARD EQUIPMENT, SUPPLIES 


Addressograph- ~aaaeainen om. 
Datanamics, Inc. . . 

Diebold, ~*Sead 

Engler instrument Co. 

Hannifin Co. 

Pee Cee Tape & Label Co, 

Edward Ochman pynems 

Shaw-Walker 

Systronics 3 

Systems Sales Co. .. eo Y 
Tab Products Co. fat ; ., 183 


TAPES, MEASURING 


Koh-I-Noor, Inc. ..... Apr., 192 
Rolatape Pere Ee 
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TAPES, SELF-ADHESIVE 


Arno Adhesive Tapes, Inc. 
PRS System, Inc. .... 


TELEPHONE AMPLIFIERS 
Fischer-Smith, Inc. RES x 
National Marine Corp, .......... 
Neophone-France 
Pierpont Industries, 
Varicon Corp, 


TELEPHONE DIALER, AUTOMATIC 
McGraw-Edison Co. 


TELEPHONE SCRAMBLER 

Delcon Corp. 
TEMPERATURE-HUMIDITY GAUGE 
Abbeon Supply Co. . 

TIME RECORDERS 

Cincinnati Time Recorder Co. 
TYPECLEANER 

Perry-Sherwood Corp. . 


TYPE COMPOSING MACHINES 
Foto-Graphic Products Co. 
Friden, Inc. a 


TYPEWRITER GAUGE 
Fototype, Inc, 


Please send me, postpaid, 
Name 


Address 


eK KKH HK KKK KKKKKT 
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PO Shae dewkasven cease 


May, 
Feb., 


196 
144 


222 
131 


Jan., 
Feb., 


.May, 206 
..May, 208 
..Apr., 169 
.Mar.. 188 


an., 260 


nein Sone May, 208 


TYPEWRITERS, AUTOMATIC 
Friden, Inc, 


TYPEWRITERS, PORTABLE 
Imexco Trading Corp. .......... natal 


189; May, 
Standard Voss Corp, 


June, 


TYPING CORRECTION PAPER 
Perry-Sherwood Corp. 


UPHOLSTERY FABRICS 
General Tire & Rubber Co. 


WASTEBASKETS 


D. J. Alexander Corp. 
Weinman Brothers Inc. ..... 


...Jan., 
. Jan., 


WATER FOUNTAINS, PURIFIERS 


Sunroc 
Western Ogden Purifier Corp. 


Feb., 
Mar., 


WIRE STITCHERS 
Didde-Glaser, Inc, May, 
WIRING, ELECTRIC 


Fountain Products Corp. ... 
Gardiner Electronics Co. 
Vemaline Products Co, .. 


May, 
.Apr., 
..May, 


He HH HRI III IAAI AA AAAI AA AA AAA AAAS SASS SASS SSS SSS SNS ASS AS II I A 


FILE YOUR COPIES OF She Office 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with 
the volume index in the last copy 
(June and December); two files hold 
an entire year’s issues. Files are re- 
usable. Unconditionally guaranteed. 
Postpaid in U.S. 


| File (for six months’ issues) $2.50; 2 Files (for a 
year's issues) $5.00; iy for $7.00; 6 Files for 


Jesse Jones Box Corporation, P. O. Box 5120, Philadelphia 41, Penna. 


files. | enclose 
State 


City 


240 
182 


262 
254 


148 
220 


202 


25! 
18! 
181 


eer Thosseseesesesceseceecceccuc ys 
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Acco Products 

Acme Visible Records, Inc. 
Addo-x, Inc, ... 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp. 
Allied/Egry Business Systems .. 
Amberg File & Index fi08 
American Geloso Electronics, Inc. 
American Stencil not 3 Co 
American Type Founders Co. 
Ames Supply Co. . 

Ampto, inc. . 

Atlas Stencil Files Corn. 


Bates Mfg. Co. . 

Bell & Howell & 
Bentson a oe 

Bergstrom Paper “Co. 
Bohn Duplicator Co. 
Bostitch, Inc. 

Box No. 66! .. 

Bruning Co., Charles 
Burton Mount Corp. 
Business Electronics, Inc. 


Can-Pro Corp. 

Carter's Ink Co. 

Cashere Corp. 

Challenge Machinery Co. 
Cole Steel Equipment Co. 
Colonial Pay Systems 
Columbia Ribbon & Carbon Mfg. Co. 
Columbian Art Works, Inc. 
Comptometer Corp. 
Copycat Corp. 
Curtis-Young Corp. 


Dashew Business Machines, Inc. . 51 
Davidson Corp. 

DeJur-Amsco Corp. 67, 68, 69 
Dick Co., A. B. 184, 185 
Dictaphone Corp. eS 
Diebold, Inc, . 217 
Ditto, Inc. . Inner Back Cover 
Dolin Metal Products, Inc. 201 


Eastman Kodak Co, (Ektalith) 
Eastman Kodak Co. (Recordak) 
Eastman Kodak Co. (Verifax) 
Ecusta Paper Operations 

Elliott Industries, Inc. 

Engler Instrument Co. 

Ever Ready Calendar Mfa. Co. 
Ever-Safe Co. 


Facit, Inc. .. 

Fenco Corp. 

Flash Filing Co. 
Fletcher Paper Co. 
Force & Co., Wm. A. 
Friden, Inc, .. 


Gardner Stamp Co. 
Gates Acoustinet, Inc. 
General Fireproofing Co. 
Gilbert Paper Co. 
Globe-Wernicke Co. 
Graphic Systems . 
Gruber Products Ca. 
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Halverson Products Co. 

Hamilton Autographic Register Co. 

Hammermill Paper Co. 

Harris-Seybold Co. . 

Heller Roberts Mfg. Corp. 
Se 


Hoosier Desk Co. 

Howard Paper Mills Division 
Howell Co. . 

Hush-A-Phone Corp. 


Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 
Interchemical Corp. ... 

Inter-Continental Trading Corp. (Olympia) 
Inter-Continental Trading Corp. (Telefunken) 
International Business Forms, Inc. 

Interstate Metal Products Co. 


Jasper Office Furniture Co. 
Jones Box Corp., Jesse 


Lagomarsino-FAlI 
Lassco Products, Inc. 
Lee Products Co. 
LeFebure Corp. 
Litho-Art Products, Inc, 


Maggie Magnetic Visual Aids Corp. 
Manpower, Inc. .. 
Marchant Calculators Div., 
Smith-Corona Marchant, Inc. 
Master Addresser Co. 
McDonald Products Corp. 
Memo Fiex Division 
Metal Products Engineering, Inc. 
Methods Research Corp. 
Michael Lith Sales Corp. 
Michael Lith Sales Corp. 
Millers Falls Paper Co. 
Minnesota Mining & Mfg. Co. 
(Microfilm Products) 
Minnesota Mining & Mfg. Co. (Scotch Tapes) 
Minnesota Mining & Mfg. Co. (Thermo-Fax) 
Monroe Calculating Machine Co. 
(Accounting Machine) 
Monroe Calculating Machine Co. 
(Calculating Machine) 
Moore Business Forms, Inc. 
Moore, Inc. 
Morphy- Richards, inc. 


National Cash Register Co. 
(Accounting Machine) 
National Cash Register Co. (NCR Paper) 
Nebraska Salesbook Co. 
Nippo Machine Industry Co., Ltd. 
NuArc Co. (Arc 7 
NuArc Co, (Light Tables) 


Office Publications, Inc. 

Old Town Corp. 

Olympia Typewriters 

Oxford Filing Supply Co. bite 
Ozalid Div., General Aniline & Film Corp. 149 


Pack Mfg. Co. . 148 
Paige Co. .. 252 
Palson Mfg. Co. ‘ . 214 


(Destroyit) 
(Triumph) 
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Parsons Paper Division 

Paterson Parchment Paper Co. 

POMYSROTWOOE COT. .. 2.2... ccccccccccvcesvess 
SN SE Boon ain s., 5c s'0'd0 adn dcaee des seame 162, 
Phoforapid Corp. REF errr, fee eee 
Photostat Corp. 

Pitney-Bowes, Inc. (Folder- Inserter) . 
Pitney-Bowes, Inc. (MailOpener) ... 
Pitney-Bowes, Inc. (Tickometer) ... 
Print-O-Matic Co. ............... 

Pronto File Corp. 


Recordak Corp. 
Regna Cash Registers, We cat 
Remington Rand Systems Div. ... 
Rex-Rotary Distributing Corp. . 
Rite-Line Corp ss 
Roberts Rubber Ge. Weldon 
Rogersnap Business Forms 
Roll-O-Graphic Corp. . 
Ross-Martin Co, ......... 
Rovico Inc. 
Royal McBee Corp, (Binder) ... 
Royal McBee (Computer Ribbons) . 
Royal McBee Corp. 

(Electric Typewriter) .. ; 
Royal McBee Corp. (Keysort) ie 


SADA S.p.A., Duplicatori ed Affini ... 

Saunders Mfg. Co. 

Schweitzer Division, 

Scott-Rice Co 

Sengbusch Self- Closing Inkstand Co, 

Shaw-Walker Co. 

Shredmaster Corp. . 

Smead Mfg. Co. . 

Smith-Corona Marchant, Inc. 
(Offset Supplies) . 


Outer Back Cover 
; 144 


Peter J. 


Smith-Corona Marchant, Inc. (Typewriter) 
S$peed-O-Print Corp. 2... cccccccsccccesscecvvcce 
Stampak Sales Co. 

Standard Change-Makers, Inc. ... 
Standard Packaging Corp. . 

Standard Register Co. ......... 

Standard Voss Corp. . 

Stenocord of America, 

Stevenson & Smith, Inc. 

Storms Co., H. M. 

Supreme Steel Equipment Corp. 

Syntron Co, 


Tab Products Co. 

Tally Register Corp. .... 
EIT oe vine <c6.0 035.05 
Thomas Collators, Inc. ... 

Type Rite Corp. 

Typewriter Sundries Co. ... 


Underwood Corp. 
United States Envelope Ge.... 


Van Son Holland Ink Corp. 
Varigraph Co. 

Vari-Typer Corp. 

Venus Pen & Pencil Corp. 
Victor Adding Machine Co. 
Visi-Shelf File, Inc. 


Wassell Organization, Inc, 
Whiting-Plover Paper Co. ...... 
Wilson Jones Co. .. 

Win-Holt Equipment Corp. 


Moren Gert. 3. cceavns 


Yates Co. 
Yawman & Erbe Mfg. Co. 


pick the proven “profit” line of snapaparts 


*STANDARD*CUSTOM:STOCK 


jusiness form 


Write now for latest dealership information 


plus our “Rush-Up 24-hour Quote Service” kit! 


OGERSNA 


BUSINESS FORMS 


P.O. BOX 10425 DALLAS 7, TEXAS 


For More Information Circle No. 299 
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The visitor to the NOMA annual conference at 
St. Louis last month came away with the observation 
that some traditional patterns were likely to change. 
Large as NOMA is, the 1961 attendance was well below 
the norm of previous years. At the exhibition, a not- 
able lack of some big name manufacturers made the show 
no longer the comprehensive and well-rounded affair 
it long has been. 


The situation, we venture to say, is not and 
will not be peculiar to NOMA alone. In the general 
field of office administration one finds that organ- 
ized groups such as NOMA with 18,000 members, SPA with 
5,500, NMAA with 14,500, to which must be added the 
membership of the visual communications, the data 


processing, the microfilm, the records management 
and other groups, voverlap in membership and compete 
with each other for attendance at national conferences 


and for the manufacturer's dollar at their merchandise 
exhibits. 


It looks to many who follow these events that a 
streamlining therapy may have to be the answer. These 
groups are operated by professional association men 
who can certainly recognize a storm signal when they 
see one. Any conversations that might lead to joint 
annual conferences with compartmented sessions, are 
likely to be responsively received by the respective 
memberships. And with OEMI finally taking an active 
interest in the operation of its own business shows, 
it may be that these different management organiza- 
tions will resolve what seems to be a common problem, 
only through some joint effort. 
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with new Ditto. Masterfax'!. 


BRAND 


MASTERFAX, the 4-jobs-in-1 machine, gives you faster, cleaner, 
more economical masters. Here’s how! (1) It makes spirit masters 
from almost any original—typing, drawing, writing, letters, news- 
paper clippings, business forms—in less than 15 seconds. Since no 
carbon is used in making the original, typists and artists can work 
without error-worry. (2) It makes paper offset masters in 15 seconds 
or less, for less than 4¢ each. High-quality, long runs are obtainable 
from one original; it remains unchanged . . . may be used many 
times. (3) In addition, MASTERFAX makes low-cost, one-step, 
dry-process facsimiles from almost any original; newspaper, letter- 
head, business form. Also copies any image on MASTERFAX 
paper on any weight or grade of paper—even cloth. (4) Bonus 
Extra!’ MASTERFAX also laminates important papers for lifetime 
protection. For full details and demonstration, call your local DITTO 
Sales Representative, or mail the coupon! 
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For More Information Circle No. 367 
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! DITTO, INC. 6852 
' 6800 McCormick Rd., Chicago 45, III. 

Without obligation, please 

F } Send additional information on the 

—) new MASTERFAX 
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: [—) Arrange a MASTERFAX demonstration 
1 for my office 
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The new Royal Electric Typewriter has a 
responsiveness, a feel, that lightens the 
days of busy people. We think you will want 
this typewriter. But before you decide, 
please do yourself, your secretary, and 
your company this service: see ali the 
makes of electric typewriters. Check them 
for touch, for printwork, for any other 
quality you wish. Only in this way can 


~ ~ you really know the worth of the choice_ 
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‘ou_will make. Royal McBee Corpora 
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